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that no amount of. office abuse 


will dent, deform or disfigure 


Now you can have office chairs with a virtually 
damage-proof base-——a base that will never have to be 
refinished because there’s no finish to be refinished. 
It’s a solid, one-piece, molded fiber glass unit that 
will never need more than a wipe with a cloth to keep 
it looking like new. 

Your Sturgis dealer is now showing both executive 
and stenographic chairs with fiber glass bases. What’s 
more, these chairs may be selected with the visible 
steel parts finished in STURLON *, the extraordinary 
new finish which has 10 to 20 times the abrasion 
resistance of other finishes, is warm to the touch and 


is non-corrosive. You can’t beat that combination! 


For complete information and the name of your nearest dealer, Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 


s 


POSTURE CHAIR 


j 
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The flex characteristics of this 
fiber glass base are such that 
regardless of the unevenness of 
the floor, the occupant’s weight 
keeps the chair absolutely level. 


The sound deadening charac- 
teristic of fiber glass insures 
virtually noiseless movement 
of the chair, even on rough 
and uneven floors, 


COMPANY 


Office workers are prone to in- 
flict scars and scuffs on chair 
bases. But a fiber glass base is 
a sure cure for this sort of 
“foot trouble’. 


9 


The glass fiber formations 
produce a pattern of distine- 
tive beauty introducing a 
brand new decorative note 
into office chairs. 
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Now...the kind of office 


your business needs! 


STEELCAS 


can make your office look like this! 


You get efficiency—as well as beauty—that space than normally required. 
pays off in a big way when your office is 


; : You'll recognize instantly the favorable af- 
equipped with Steelcase. 


fect of Steelcase styling, color and beauty on 
Through Steelcase engineering and planning customers and employees alike. 

25% more employees can be seated in a 
given area. Users report gains as high as 
35° in work output. 


With all this, Steelcase saves you money with 
its lifetime construction. 

These are just a few reasons why leading 
national organizations are standardizing on 
Steelcase. Ask your local Steelcase dealer for 
their names. 


‘ ba : voy Look for your Steelcase dealer 
Increased filing capacity is yours, too, in less in the “Office Equipment’ 


classification of your phone directory. 


STEELCASE 


Busiriess &quipimt ernr 


The interchangeability of Steelcase desk tops, 
drawers and pedestals allows you to meet 
changing job requirements immediately. 


For new ideas in office planning, write for “Tooling Up Your Office” 


METAL OFFICE FURNITURE COMPANY: Grand Rapids, Michigan 
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what 
makes you think 


you can’t afford 
a 
fine office? 


WHEN you add up its rich rewards . . . a finely appointed office 
is a necessity... not a luxury! You're bound to work better and accomplish more in a 
beautifully furnished, efficiently arranged office. What's 
more, the ‘‘prestige’’ etfect of a fine office on visitors 
has a definite ‘‘dollars and cents’’ value to your business. Why not let 
Macey-Fowler . . . who for many years have been creating offices for some ot the 
finest firms in the country . . . show you how little it costs to have a truly fine office. 


Come and see the attractive typical offices set up in our 


“model room" displays. Or, write for handsome illustrated booklet. 


Macew fowler 


INCORPORATED 
305 EAST 63rd ST., NEW YORK 21 « 150 CAUSEWAY ST., BOSTON 14 


Fine Executive Furniture in Both Wood and Steel 
OFFICE MANAGEMENT June, 1953 
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e TO BOSTON, memorable 
meetings and conferences are no 
novelty. But it is safe to say that 
none held there this year will 
prove more valuable to the busi- 
ness world than National Office 
Management Association's 
annual big conference and show, 
May 24-28. 

From the speakers, the for- 
ums, and the discussions there 
will flow many an idea of con- 
sequence to office management, 
born of the experience of coping 
with the multitude of problems 
associated with paperwork. 

We salute Boston, and Na- 


tional Office Management Asso- 
ciation! 
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This desk pen has the fountain in the base 
instead of the pen barrel. Pen instantly fills 
itself every time you return it to the socket. 
Pen always ready to write—writes 300 words 
or more without redipping. 


Ask your stationer for a demonstration 


Gsterbrook 


Desk Pen Sets 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Ltd., 
92 Fleet St., East; Toronto, Ontario 


Only a few of the more 
popular point styles shown. 


q 


TO SELECT OR REPLACE 
«++ HERE'S ALL YOU DO 


COPYRIGHT 1953 
THE ESTERBROOK PEN COMPANY 


“We Love Salesmen” Theme 
| Of Steel Company’s 
New Booklet 

| The salesman, cooling his heels in the 
| reception room of a potential customer, 
no longer need have that unloved and 
| unwanted feeling—not if other con- 
cerns pick up the public relations 
'scheme now employed by Standard 
| Pressed Steel Co., Jenkintown, Pa. 

| The steel concern is furnishing a 
vest pocket booklet, titled “We Love 
| Salesmen,” to all the members of that 
migratory group who call on purchas- 
‘ing agents at its home office. In addi- 
tion, its own salesmen across the coun- 
try distribute it to all the companies 
| they visit. 

A center spread map in the booklet 
shows how the SPS plant can _ be 
reached by automobile and where the 
| visitors’ parking lot is located, It in- 
cludes a list of key men in the SPS 
| purchasing department and their spe- 
‘cific jobs. The general types of prod- 
‘ucts which the company needs are 


given, to serve as a guide to the callers. 
| The booklet also lists some of the 
other features of the SPS “be-kind-to- 
|salesmen” plan—“a restful waiting 
room (though we hope you won't 
have to wait), a place to hang your hat, 
| washroom and telephone service.” 
_ IBM Announces Eighteen 
New Products and 
Devices 

Eighteen new products and devices 
were announced recently by Interna- 
tional Business Machines Corporation 
at a meeting of its sales honor organi- 
zation, the Hundred Percent Club, at 
the Palmer House, Chicago. 

The new products were developed 
by the company’s electric accounting 
machine, time recording and electric 
typewriter divisions, 

They include a new electronic calcu- 
lator for use in business and industry. 
Because of its expanded capacity over 
previous commercial calculators it will 
|handle up to 140 instructions for each 
computation and up to 6,000 compu- 
| tations an hour. 

Other products are a typewriter tape 
| punch which produces a_ perforated 
| tape as an automatic by-product of the 
| typing operation, and its companion 
| tape-to-card punch which converts the 
tape into punched cards. 

Also announced was electric account- 
ing machine equipment featuring mul- 
tiple-use characteristics that make pos- 
| sible a reduction in the number of units 


OFFICE MANAGEMENT June, 1953 


4) f ‘ese 
¥ <. a = a” Mae te eae - 
* 0 lo = a os 
a : 4 : ? ae ah y a. i: ba re = Jy es 
. ‘ 3 ‘cian rs ee ~: 
' 1 Bae Bas eee i 
% 
oy 
a 
2 Br , * 
yor, 40 
A is o Xd 
ef Se? , 
E wr) PS Rs : 
"Qo oF 
; f is AY ,@ 
; 2 1° we ae 
ae o Noe ) / 
Ron a / 
a oye * ¥ 
eh, Ary wed 
es Ko Ny yo f 
i oe Pa . ae 
a b) a Poa a 
- gram, 8° Dh, 
de “°° 2 0 o™ i F LP 
; ‘ ms ooo" ; ww ae 9 ; iy 
. ® on wo oe ran: y oe 
. se” oe we se - LAA f ~ 
aie yo" “et ha, A ff x 
ee &® go: ra ° /4 v - 
ae ‘ Pg or" Ra * Aw ye 
ey ge goog Me™ BY, oo 
Ae o® a To 
‘< : oF oo" * S" , 4 
« a “ S Z 
bie ge” y MODEL © gay x4 
: ‘ln A So. 
4 a = e Y 
saa . 
Es f \ —— s MW 
: Wee L-— \ AG 4 fri 
a QR. =B- \ LS”, 
Myce . SS = ——— - 4} Mae 
Ra SSS 4 “s'. ) 
ot \ NSN < é, we 
iia —————— EAE“ A 
ae — aA os ow” 
e- we 
ai LY 3 , 
+ be Za ‘G A 
a oo 
ahs ee 
ne 3 ° 
Bs 
ead 
/ a 
bad Fe 
a 6 
P a 
| * a ; caieaee an : ee 
~ 4 y = 
pa) oe ee * er ois 
s. |. je  .Ae 
as oe an | — ay ik ot ey, 


FULL CONTROL 


... the outstanding achievement in phone dictation! 


The success of a phone dictation system depends 
on whether each dictator has efficient control over 
the recording units . . . whether he can listen 
back to his entire dictation — whether he 

dictates in private, free from interference by other 
dictators—whether he can freely communicate 
with the attendant-transcriber on the same line 
—whether he controls all the functions of the 
recorder as though it were on his own desk. 

With PhonAudograph, each dictator has this full 
control. Nothing on the market matches this 
achievement of Gray’s electronics engineers. 
Nothing less can assure you of all the benefits of 
phone dictation. To use PhonAudograph is 

to know how great those benefits can be. 
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PHONAUDOGRAPH and AUDOGRAPH (individual dictation instrument) 
sales and in 180 U. S. your Classified Telephone 
Directory under “*Dictating Machines."’ Canada: Northern Electric Co., Ltd. 
Abroad: Westrex Corp, (Western Electric Co. export affiliate) in 35 
countries. Made by The Gray Manufacturing Company—established 1891— 
originators of the Telephone Pay Station 


service cities. See 


TRADE MARK “‘AUDOGRAPH"" REG. U.S. PAT. OFF. 


FACTS 


get ALL THE 
NO 


The Gray Manufacturing Company 
Hartford 1, Connecticut 


Please send me your Booklet S-6, with complete facts 
on PhonAudograph telephone dictation. 


NAME 


FIRM 


ADDRESS 
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normally required to do the same work. 

IBM’s time recording division an- 
nounced several new products and 
major improvements in existing prod- 
ucts designed for greater accuracy, in- 
creased range of correction in the 
event of power failure or maintenance 
operations and a broader use of the 
principle of electronics. 

An electronic system for selective 
paging and internal communication 
without the need for special wiring is 
also featured, 

A new electric typewriter toll biller 
fer the telephone industry also was 
announced, along with new pin-feed 
platen devices that give added flexi- 


bility in the applications of the com- 
pany’s electric formswriter and electric 
typewriters. 


Burroughs Establishes 
Electronics Division 
In Philadelphia 

The Burroughs Adding Machine Co. 
has established an Electronic Instru- 
ments Division in Philadelphia, it was 
announced by President John S. Cole- 
man. The new division will produce a 
line of electronic laboratory apparatus 
and other special devices, and will offer 
a scientific computation service to busi- 
ness. 


TO SUPERIOR BOXED TYPEWRITER 


PAPERS AND OFFICE SUPPLIES 
| says, but many of the men who might 
| fill them have not provided themselves 


When you need business papers for permanence, 


for superior writing and erasing qualities, and for prestige, you'll find 
nothing can equal the rag content papers made by Neenah. They con- 


tain from 25% to 100% new cotton fibers and are loft-dried and tub- 


sized for a finer writing and typing surface. For convenience, your 


dealer has them in attractive, easy to use boxes. 


And when you need other office supplies, look for the Neenah Seal— 


it’s your key to store-wide excellence. 


NEENAH PAPER COMPANY, Neenah, Wisconsin 


8 
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|; ernment 


Books and Pamphlets 


Delbridge Payroll and Tax 
Deduction Calculator 


Payroll deductions may now be easily 
computed in a half a minute for each 
employee, according to Delbridge Cal- 
culating Systems, Inc, 2502-10 Sutton 
Ave., St. Louis 17. This company has 
prepared a set of tables showing de- 
ductions for Social Security and Fed- 
eral Income Tax. The tables cover rates 
of pay from 50 cents an hour to $3.50 
an hour, with a new set of figures for 
each five-cent increment of hourly pay. 
For each pay rate, the amount earned 
for each quarter-hour up to sixty hours 
is given, including figures for straight 
time and overtime where appropriate. 
The Social Security deduction is given 


| for each total amount earned, followed 
| by the withholding tax for from 0 to 6 


exemptions. 

The complete set of tables is priced 
at $12.50. The book is bound in loose- 
leaf style, tab indexed. Whenever tax 
rates change, the company promises to 
supply a complete set of replacement 
sheets for $8.50. 


J. K. Lasser’s Executive Course 
In Profitable Business 
Management 


1. K. LASSER, expert on business and 
taxes, that the $12,000 to 
$20,000 jobs are the easiest of all jobs 
to get today. The jobs are there, he 


believes 


with the general, well-rounded know]- 
edge of business which those jobs re- 
quire. In order to help middle bracket 
men prepare themselves for high- 
salaried positions, Mr. Lasser has pre- 
pared a course in major phases of busi- 
ress operations. Practical working 
methods in marketing, public relations, 
accounting, budgeting, insurance, gov- 
regulations, and _ taxation, 
among other subjects, are given thor- 
ough treatment. Many high ranking 


business executives contributed infor- 


mation from their reservoirs of person- 
al experience and “know-how.” The 


| course is called J. K. Lasser’s “Execu- 


tive Course in Profitable Business Man- 
agement,” and it is issued in a 24-vol- 


NEENAH BOXED ive set. Cash price of the series is $30. 
TYPEWRITER PAPERS 


Envelopes are available in all 42nd Street, New York 36. 
grades of Neenah rag content bonds 
, \ 


The course is published by the Mc- 
Graw-Hill Book Co., Inc., 330 West 


McGraw-Hill has published the sec- 
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make statistical typing 
as fast and easy as regular typing 


Every typist can be a statistical typist with 
IBM’s electric decimal tabulation . . . nine 
keys, built right into the keyboard of an IBM 
Electric Typewriter, take the drudgery out of 
tabular typing, make it as fast and effortless 
as typing a business letter. 


The mere touching of the proper decimal 
tabular key speeds the carriage automatically to 
the correct amount position within the column. 
Each figure lines up exactly, with no back- 
spacing, no waste hand motion, no lost time. 


IBM Clictiicr [ypownitins 


TRACE MARK 


INTERNATIONAL BUSINESS MACHINES 


OFFICE MANAGEMENT 


This same model, having all the advan- 
tages of standard IBM Electrics, produces 
better-looking work in less time, with less 
effort on every typing job. Write today for a 
demonstration or illustrated brochure on the 
IBM Decimal Tabulation model. 


IBM, Dept. MG-1 

590 Madison Ave., New York 22, N. Y. 

0 I'd like to see the IBM Electric Decimal 
Tabulation Typewriter. 

(CD Please send brochure. 


Name 


Company 


Address 


City 
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Books and Pamphlets 
(Continued ) 


ond edition of “Personnel Administra- 
tion,” a 614-page volume by Associate 
Professor Paul Pigors and Professor 
Charles A. Myers of the 
setts Institute of Technology. This ex- 


Massachu- 


tensive study of personnel problems is 
available from the publisher at a price 
of $6.00. 

Among other recent McGraw-Hill 
books are the following: 

“The Technique of Executive Lead- 
ership,” by Dr. James F. Bender, Di- 
rector of the National Institute for 
Human Relations. This book deals 
with such subjects as the ability to con- 
duct conferences, development of skill 
as a public speaker, improvement of 
reading habits, expanding the inter- 
viewing technique, and many others. 
The price of the volume is $4.00. 

“How to Write Better Business Let- 
ters,” by Earle A. Buckley. This is the 
third edition of Mr. Buckley’s book. 
It analyzes the principles of good letter 
writing and offers practical suggestions 
for developing that technique. The new 
edition is priced at $4.00, 

“Principles of Personnel Testing,” 
by C. H. Lawshe, Jr. Mr. Lawshe’s 
volume studies the problem of placing 
personnel in the jobs in which they 
can be used most efficiently, and, 
particular, the methods of using per- 
sonnel testing for highest results. The 
author is professor of psychology at 
Purdue University. The 
quoted at $4.00. 

“Top-Management Organization and 
Control,” by Paul E. Holden, Louns- 
bury S. Fish, and Hubert L. Smith, all 
of Stanford University. 


volume is 


This work in- 
cludes a detailed description of the top 
organization and control practices of 
31 of the 
companies. 


nation’s leading industrial 
These are analyzed as a 
guide to solving organizational and 
control problems in other firms. The 
retail price of the book is $5.00. 

All of these volumes may be ordered 
fom the McGraw-Hill Book Co., Inc.. 
330 West 42nd Street, New York 36, 


IBM Electronic Utilities Control 

New applications of IBM electronic 
time and program controls are outlined 
in a free folder, “IBM Electronic Utili- 
ties Control,” available from Interna- 
tional Business Machines Corp., 590 
Madison Ave., New York 22, N. Y. 


‘CLARY MULTIPLIER CORPORATION, 
i 


These controls may be used to schedule 
the automatic stopping and starting of 
such equipment as air conditioners, 
ventilating systems, light cricuits, heat- 
ing units, etc., without requiring spe- 
cial wiring. Regular AC lighting wires 
are used. Programs can be set up on 
a varied daily schedule as well as for 
inoperative periods such as week-ends. 


Catalogue of “Scotch” Tapes and 
“Scotch” Tape Dispensers 
Users of “Scotch” tapes will find 
pictures and descriptions of 49 dispens- 
ers and taping machines in a new eight- 


page booklet issued by the Minnesota 
Mining and Manufacturing Co, The 
pamphlet describes hand dispensers; 


stationery dispensers; portable, heavy 
duty, and desk dispensers; definite 


length dispensers; apron tapers, stan- 
dard job applicators; and custom built 
models. In addition, it tells the logical 
“Scotch” brand 
tapes which can be accommodated in 
each dispenser or taping machine. This 
booklet may be obtained without charge 
from Minnesota Mining and Manufac- 
900 Fauquier St., St. Paul 
6, Minnesota. 


uses and the types of 


turing Co., 


Now—New Low-Cost 
Business Star-— — 
the Hand-Operated 
CLARY 
Cash Register! 


At last —a BIG heavy-duty cash register within the reach of everyone! 
Now you can have all the efficiency of operation, all the protection of 
the world-famous Clary electric cash register —in a new 
hand-operated model that costs only $199.50. 
Here are just a few of the famous Clary features you get for this 


amazingly low price: 


First, the Clary keyboard — so duals and easy to use that even inexperienced 
clerks can operate it right away —and without costly change-making errors. 
Second, a complete record of every business transaction on a locked-in 
autographic tape —including cash, charges, paid-outs, receivables, no-sales and 
a running, cumulative total. Lists up to nine separate departments at no extra cost. 
Third, a register that’s in balance at all times —“total” figure on tape 


always agrees with cash in drawer. 


*. 


Fourth, instant conversion to a rugged adding-subtracting machine 
for after-hours figure work —two machines for the price of one! 

Try the new Clary hand-operated cash register today — you ‘ll wonder how you 
ever ran your business without this new time- and money-saving C lary 

machine! See phone book yellow pages for name of your nearest Clary dealer, 
or fill out the coupon for full details. No obligation, of course. 


OFFICE MANAGEMENT 
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Air Conditioning Investment 
Analysis Forms 

How much cash—how many green 
dollars—does hot weather melt away 
from a company’s income? How much 
money is paid out to employees for the 
extra time they spend dragging them- 
selves to the water cooler on a hot day? 
What is the cost of the extra work that 
is not done, or those extra sales that 
are not made when the sun comes too 
close tor comfort? 

General Electric has come up with 
what it considers a simple method of 


Put this low-cost Clary hand cash register to work saving time and money for you! 


June, 1953 


figuring the savings and the extra 
profit lost to hot weather when working 
areas are not air conditioned. 

G-E declares that on each hot day 
the average worker loses one hour in 
eficiency. Thus, says G-E, simply by 
multiplying the average hourly rate of 
pay by the number of employees, it is 
possible to make a pretty fair estimate 
of the daily savings possible with air 
conditioning. 

In order to simplify the calculations, 
the company has printed a form— 
called an Investment Analysis—which 


Prices start at $209.50 


Rip eneseetnorermenecenen 


CLARY MULTIPLIER CORPORATION, Dept. OM-6 
San Gabriel, California 


Please send me full details about the new 
low-cost hand-operated Clary Cash Register. 


Name 


Address 


City ( ) State 
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may be obtained free of charge from 
the Air Conditioning Division, General 
Electric Co., Bloomfield, N. J. In addi- 
tion to providing space for the conve- 
nient figuring of daily savings, the form 
contains a list of the average number 
of working days requiring air condi- 
tioning, tabulated by representative 
cities. According to the table, most of 
the country’s large cities fall in the 
range between 70 and 119 such days 
each year. 

Since the form further provides space 
in which to weigh the initial invest- 
ment and operating costs of air condi- 
tioning equipment against the savings, 
use of this form offers what G-E calls 
“a simple way to prove to yourself” 
the estimated cash savings made pos- 
sible by air conditioning. Besides im- 
proving employee efficiency, claims 
G-E, there is less absenteeism, there 
are fewer “pauses to refresh,” and 
everybody is generally happier when 
working temperatures are more com- 
fortable. 


1953 Asphalt Tile Color 
Classification Chart 
The Asphalt Tile Institute, 101 Park 

Ave., New York 17, has released its 

“Asphalt Tile Classification 

Chart” for 1953. The chart is designed 


Color 


to clarify the various manufacturers’ 
color designations of current products. 
The color comparisons are intended as 
a guide to show commercial equivalents 
ot the manufacturers’ color lines which 
give the same general color tone or 
effect. Twenty-seven colors are listed, 
representing the complete color line of 
each of 11 leading companies. After 
each color listing is shown the designa- 
tion assigned it by each of the com- 
panies manufacturing it. Single cop- 
ies of the chart may be obtained with- 
out charge from the Institute. 


Mitchell Manufacturing Company 

Bulletin No. 707 
Fighteen all-steel luminaires avail- 
able at low prices are described in Bul- 
letin 707 released by the Commercial 
and Industrial Fluorescent Lighting Di- 
vision of the Mitchell Manufacturing 
Company, Chicago. 

The luminaires, featuring attractive 
styling, simple installation and easy 
maintenance, make up the “Economy” 
group of Mitchell’s new “Milestone” 
line of fluorescent luminaires. 
of the “Economy” lum- 
inaires described in the bulletin include 


il 


Features 
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Why should you give blood? 

Ask me—I ought to know. I fought in 

Korea. But since then I’ve been through 

the biggest battle of all—the battle for life itself. 
And it was blood—and blood alone—that saved 
me. Don’t know when I'll be in a position to start 
repaying my debt by giving some blood of my 
own. But I will—some day. You can count on it!” 


Ai kinds of people give blood—for all kinds of reasons. 

But every reason for giving blood is a special reason . . . just 
as every American life that can be saved at any time and at 
any place ... is special. So whatever your reason for giving 
blood, this you can be sure of: Whether it goes to a combat 
area, a local hospital, or for Civil Defense needs—this priceless, 
painless gift will some day save an American life! 


Give Blood Now 


CALL YOUR RED CROSS TODAY! 
NATIONAL BLOOD PROGRAM 


Business Executives! 
YCheck These Questions! 


If you can answer “tyes” to most 
of them, you—and your com- 
pany—are doing a needed job 
for the National Blood Program. 


HOUUOUOU UO 0 


Have you given your em- 
loyees time off to make 
lood donations? 


Has your company given 
any recognition to donors? 


Do you have a Blood Do- 
nor Honor Roll in your 
company ? 


Have you arranged to have 
a Bloodmobile make regu- 
lar visits? 


Has your management en- 
dorsed the local Blood 
Donor Program? 


Have you informed em- 
ployees of your company’s 
plan of co-operation? 


Was this information 
ony through Plant Bul- 
etin or House Magazine? 


Have you conducted a 
Donor Pledge Campaign 
in your company? 


Have you set up a list of 
volunteers so that effi- 
cient plans can be made 
for scheduling donors? 


Remember, as long as a single 
pint of blood may mean the dif- 
ference between life and death 
for any American .. . the need 
for blood is urgent! 


OFFICE MANAGEMENT 


June, 1953 


- ‘ie ~~ aa he - _ oe | 
% Sy 
a PS he 
my . BL. 
. eed 
difference... Wi, 7 
ad . - \ et Zfoy\SS 
ee ee Pe COG W/V 

: WwW. WX, wo Be —Z ie IZ A 
belween <5] >) 
: : SSS UMASS 
: TA... 2 AMAA HH ENVZA) 

i and Pe? Aa) | 

; 2 Beg Bic 4 / % . | , 
ct ag IN f PS : 9 / 

De yo pe f ‘® aM 2 —Y 
Death... Siu). 
de f As en ; » dA 

i py, ait ~ \ 

tt Dy) Ds = : ct," Pn oe lf di // . ‘4 

3 AYWY IMG i.e +, Ay 
f — Hf Mm Ty 1 tilicene ee Lo omg 

cai + eee i \ = ‘ =. 
i - he Ny Zen \ ‘ 2 e 

E = } ii \ aK : ‘ : ‘ . 

z * Mes | 

1 \ \ : 
C Oi) S= 
‘ WN AY 1 Ag a 

pi SS ae ” ; 
i = : 
es i 

* fe 

i 
¥ oe a . 7 i iy 
im  e. es = 


Books and Pamphlets 
(Continued ) 


lighting advantages gained by sending 
half the light upward to be reflecteg! 
from the ceiling and upper walls. 

According to the bulletin, the lum- 
inaires are equipped with two jack 
chains which suspend the entire louver 
and V-spine assembly from the fixture 
body, making relamping simple. The 
bulletin also points out that a sturdy, 
concealed spring-loaded louver latch 
instantly releases or engages the louver 
by a snap-in action, making relamping 
aud maintenance easy. 

Bulletin 707 may be obtained from 
the Commercial and Industrial Fluo- 
rescent Lighting Division of the Mitch- 
ell Manufacturing Co., 2525 N. Cly- 
bourn Avenue, Chicago. 


ABC’s of Personnel 
Administration 


“ABC’s of Personnel Administra- 
tion,” a book describing the “practical 
working tools” of personnel manage- 
ment, is now available from Conover- 
Mast Publications, 205 East 42nd Street, 
New York 17, N. Y. The cost of the 


volume is $1.50. 


Bert M. Morris Company 
Catalogue 

Sert M. Morris Co., 8651 W. 3rd 
St., Los Angeles 48, has recently print- 
ed its new catalogue of desk sets, memo 
pad holders, letter trays, pencil sharp- 
eners, and other desk top equipment. 
Copies of the catalogue may be ob- 
tained from the manufacturer. 


IBM Application Report 77 


A method for utilizing IBM tabu- 
lating cards for mortgage loan account- 
ing is set forth in Application Report 
77, a new booklet issued recently by 
International Business Machines Corp., 
590 Madison Ave., New York. 

With this method, the booklet says, 
IBM cards are used repetitively with 
electric and electronic accounting ma- 
chines for billing and preparation of 
internal and supervisory reports. Es- 
crow and principal balances are car- 
ried forward each period, with interest 
and principal payments calculated by 
automatic methods, For mortgage 
billing, the booklet adds, the IBM 
method is “sufficiently flexible” to be 
efficient. 


June, 1953 
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We don’t know everything... 


the Tickometer can be used for! 
And we learn new uses every day. 
For years, banks have been 
depending on the Tickometer to 
count currency, accurately as well 
as quickly. We know that baseball 
parks and theatres count tickets 
with it. Cafeterias use it to count 
checks; clothing manufacturers for 
job tickets; soapcompaniesfor cou- 
pons; department stores for sales 
slips, railways and bus lines for 
transfers; and others for 
:counting checks, invoices, 
paper forms. 
_ We do know that if you 
\ want things counted, the 
¥~ Tickometer will do it, five 
; to ten times as fast as 
s-. manual counting— 
up to1,000 paper 
items a minute! 


= PITNEY-BOWES 


Tickometer 


Counting, Imprinting Machine 


Made by the originators of the postage meter 
ee Offices in 93 cities in U, S. and Canada, 


Ss] 


It can be optionally equipped to 
mark, imprint or “rubber stamp,” 
too. Food and drug firms, for 
example, use it to code labels. 
Others use it to date-stamp and 
endorse checks and other items. 


Ir feeds and stacks automati- 
cally, records both full and partial 
runs, never makes a mistake. 

The Tickometer takes the place 
of slow and tedious hand counting 
and rubber-stamping, gets faster 
facts and production, saves time 
and payroll hours! Since it is 
rented, never sold, the Tickometer 
requires no investment...and 
service is available from 93 Pitney- 
Bowes branches. 

Call the nearest PB office for a 
demonstration—or send coupon 
for free illustrated booklet! 


PITNEY-BOWES, Inc. 
2973 Pacific St., Stamford, Conn. 


Please send free illustrated 
Tickometer booklet to: 


Firm 


Address 
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Association News 


BRIGADIER GENERAL Frank L. 
Howley, vice chancellor of New York 
University, who was United States 
Commandant in Berlin during the air- 
lift, was the guest of honor at a ban- 
quet during the Midwestern Spring 
Conference of the Controllers Institute 
of America, held in the Jefferson Hotel, 
St. Louis, May 17-19. 

Capital markets, accounting research, 
financial planning, the state of business 
and similar topics were discussed at 
technical sessions and luncheon meet- 
ings of the Conference. 


Speakers and their topics at the ses- 
sions included: B. F. Jackson, C.P.A., 
of Price, Waterhouse & Co., St. Louis, 
“The Public Accountant Looks at the 
Controller”; Christian B. Peper, St. 
Louis attorney, “The Lawyer and Con- 
troller Consider Corporate Morality,” 
ard Cylvia A. Sorkin, Ph. D., St. Louis, 
“We Make Our Own Breaks.” 

Other speakers and their topics were: 
Roger F. Murray, vice president of 
Bankers Trust Co., New York, “A 
Look Ahead at the Capital Markets”; 
George Cline Smith, manager of the 
Finance Department of the Chamber 
of Commerce of the United States, 
“What’s Ahead for Business?”; Wil- 
liam R. Schneider, St. Louis attorney, 


7 


the week’s work. 


“How we hated Friday .. . knocking ourselves out to clean up 


“Then the Marchant man showed us how much time a 
Marchant Calculator would save us. 

“It's so simple to run... the very first day we were turning 
out accurate work much faster than ever before. 

“Even though our figurework load is getting heavier, our 
Marchants keeps us out of that old end-of-the-week jam. 


“‘Happy Friday to you all!’’ 


MARCHANT... 


IV) 


The MARCHANT MAN in your phone book is ready to 
show you, on your own work, that MARCHANT is the 
simplest calculator to operate, yet delivers the highest 


figure output. Call him or mail this coupon with your 
business letterhead to get your FREE... 


Guide to Modern Figuring Methods Oo 
IWustrated Booklet about Marchant Calculators J 


MARCHANT’S MANY 
EXCLUSIVE FEATURES 
INCLUDE: 

““Push-Button”’ 
Multiplication 
CompleteThree-Dial Proof 

One-Hand 
Keyboard Control 
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“Fundamentals of National Ills and 
Remedies”; C. Hamilton Moses, presi- 
dent and chairman of the Arkansas 
Power & Light Co., Little Rock, “The 
Shape of Things to Come,” and Dr. 
Ralph A. Kinsella, St. Louis, “After 
All, It's Your Heart.” 

A special feature of the Conference 
was a presentation of financial plan- 
ning, accounting control and account- 
ing research methods employed by the 
Monsanto Chemical Co., St. Louis. 

The St. Louis Control of the In- 
stitute served as host to the Confer- 
ence, and members of the local groups 
presided at various sessions. 


AT THE annual election meeting of 
the Office Executives Association of 
New York, held at 
the Hotel Statler on 
May 6, the follow- 
ing were elected as 
officers for the 1953- 
54 term: 

President: George 
W. Oliver, Jr., vice 
president and gen- 
eral manager, 
Thomas Collators, 
Inc. Mr. Oliver suc- 
ceeds Robert Cameron, Socony Vac- 
uum Oil Co. as OEA president. 
Executive vice president: A. T. Ruf, 


G. W. Oliver 


Ebasco Services, Inc. Treasurer: Ev- 
erett F. Jacobus, National Board ot 
YMCAs. Rudolph Lang, managing 
director of the National Business 
Show, was re-elected secretary. 


NEW officers elected at the April 
meeting of the Office Management As- 
sociation of Chicago include: Alfred 
H. Dorstewitz, manager of the records 
analysis department, Stiver’s Office 
Service, as president, succeeding Her- 
bert W. Vetter; L. R. Chase, of John- 
son and Johnson, first vice president; 
and Paul Holley, of Aldens, Inc., sec- 
ond vice president. 

Michael A. Georgen, City National 
Bank and Trust Co., was re-elected 
treasurer; and George A. Roubik con- 
tinues as secretary. 


THE ANNUAL Business meeting of 
the Records Management Association 
of New York was held on May 11 at 
the Women’s Republican Club. Cer- 
tificates for the lecture series given for 
association members under the aus- 
pices of Cornell University were also 
presented at the meeting. 
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FOUR WAYS IMPROVED ! 


The new “Scotch” Brand 
Deluxe Desk Dispenser 


NEW full-length sure-grip 
rubber base won’t slip on 
smoothest surfaces! 


N 


AZ 


NEW elevated cutting edge, 
improved design provide 
extra finger space! 


4 
NEW slide-in cutting knife 
stays sharper longer, can be 
replaced in 5 seconds! 


/ 


eae 
\ 


<a, — 

NEW rounded modern styl- 
ing features chip-proof finish 
in lustrous gray! 


REG. U.S. PAT. OFF. 


SCOTCH cellophane Tape 


Minnesota Mining & Mfg. Co., St. Paul 6, 


N. Y. In Canada: London, Ont., Can. 


EXTRA! Your supplier now has New 
Formula “Scotch” Cellophane Tape. 


Sticks 6 times tighter than ever before! 


ORDER YOUR NEW DELUXE DESK DISPENSERS AND 
ECONOMICAL 1296-INCH ROLLS OF NEW FORMULA 
“SCOTCH” CELLOPHANE TAPE . . . DO IT TODAY! 


et 
The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure-sensitive adhesive tapes made in U.S.A. by 
Minn.—also makers of “‘Scotch”” Sound Recording Tape, ‘‘Underseal” Rubberized Coating, ‘‘Scotch- 
lite’’ Reflective Sheeting, “Safety-Walk” Non-slip Surfacing, “3M” Abrasives, “3M” Adhesives. General Export: 122 E. 42nd St., New York 17, : 
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Association News 
(Continued) 


THE SECOND national convention 
oi the National Machine Accountants 
Association will be held in Milwaukee 
June 18, 19, and 20, Stated purpose of 
the convention is to “foster among 
executives, office managers, and the 
public generally a better understanding 
of machine accounting and the vital 
role machine accounting plays in mod- 
ern business, and to assist members in 
establishing sound principles of ma- 
chine accounting, and to apprise them 


of the latest technical developments 
and improvements in machines, their 
usage, and application to machine ac- 
counting.” 

Between 750 and 1000 machine ac- 
countants are expected to attend. 

Sixteen exhibitors will show their 
products at the Business Show being 
held in conjunction with the conven- 
tion. Among the products on exhibi- 
tion will be electronic computer equip- 
ment, punched card equipment, carbon 
deleavers, continuous forms, forms 
bursters, burster-imprinters, and photo- 
copying machines. 

Eighteen seminars a day, running 
concurrently, will be held during the 


At this point 
WRINKLES 
CAUSE 


OLD AGE 


i= 


There’s no point collecting worry lines 
from folds and wrinkles in finished 
duplicating work. 

Most of the time these creases are 
caused by uneven moisture content in 
the paper. This causes a ‘‘warping’”’ 
of the paper in the feed tray and these 
ridges are folded smooth as they feed 
under the roller. Sometimes the warp- 
ing is caused by a wide variation in 
paper moisture and room humidity. 
To combat wrinkling, all of East- 
ern’s wide assortment of duplicating 
papers are made with an even, correct 


moisture content . . . scientifically con- 
trolled and designed to work perfectly 
under normal office conditions. 


If you’ve been troubled by wrinkles 
why not try one of these fine papers on 
your office duplicating machines: 


Atlantic Duplicator, Atlantic Bond, 
Atlantic Mimeo, Atlantic Opaque, 
Manifest Bond, Manifest Mimeo, 
Manifest Duplicator. 


_ All but Atlantic Opaque are available 
in attention-compelling colors. Send for 
sample packets or sheets. 


dd 


ATLANTIC BOND VQWUWUs4s- PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


EASTER 
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first two days of the convention, and, 
depending on how many attending 
wish it, seminars may be repeated on 
the third day. Speakers on the pro- 
gram include W. P. Livingston, assist- 
ant vice president of the Bankers Trust 
Co., and H. W. Smith, secretary-con- 
troller-director of the Cone Mills Co., 
who will discuss personnel topics; and 
K. P. Morse, executive vice-president, 
Standard Register Co.; Arthur A. 
Katz, asisstant director, Univac Appli- 
cations Department, Mauchly - Eckert 
Division, Remington-Rand; and H. R. 
Keith, assistant salesmanager, Electric 
Accounting Machine Division, I.B.M. 
Corporation, all of whom will discuss 
technical subjects, including electronic 
installations in the office. 

All sessions of the convention will 
be held in the Schroeder Hotel, Mil- 
waukee. 


THE SECOND annual institute spon- 
sored by the Butler County, Cincinnati 
and Dayton Chapters, National Office 
Management Association, will be held 
June 24, 25, and 26 at Miami Univer- 
sity, Dayton, O., on the theme “Opera- 
tions Simplified.” 

Keynoter will be Marshall H. Gooch, 
general chairman of the institute, and 
first-day speakers will include George 
Terry, of Northwestern University, dis- 
cussing “Making Correct Decisions in 
Office Management”; and Dr. Harvey 
C. Hahn, of Dayton, O., speaking on 
“That Extra Something.” 

The second day’s meetings will 
open with a panel discussion on “Cur- 
rent Problems of the Office,” and Wal- 
ter Emmerling, of Procter and 
Gamble, and Robert Slaughter, of Mc- 
Graw Hill Book Co., will discuss 
“Stafing the Office” and “Induction 
and Training of Office Employees” re- 
spectively. 

At the afternoon sessions on Thurs- 
day, Sybil Gilmore, of Standard Regis- 
ter Co., will speak on “Can Your Cor- 
respondence Program Save You Mon- 
ey?,” and J. S. Covell, of J. Sylvester 
Covell Associates, will discuss “Sys- 
tcms, Procedures, and the Office Man- 
ager.” 

Sessions on the last day will feature 
as speakers, Elmer Rahe, of Globe- 
Wernicke Co., talking on “Increased 
Efficiency from Your Present Office 
Floor Space,” and Dr. Alfred Cardall, 
of Cardall Associates, speaking on “Job 
Evaluation and Performance Rating.” 


(To page 59) 
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CHECK ALL THESE BENEFITS 
FOUND ONLY IN 
TRANSCOPY DUPLEX 


¢ Single Unit 


Economical 


¢ Use Anywhere 


Compact — Sturdy 
e Any Length Copy 
¢ Clean 

¢ Versatile 

¢ No Darkroom 

¢ No Running Water 
* No Drying Time 

* Positive Prints 

¢ Fastest Method 


Simple to Operate 


100% Accurate 
¢ Two Models 


GET ALL THE ANSWERS 


IN FREE FOLDER 


1953 


No Installation Charge 
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SINGLE. UNIT TRANSCOPY DUPLEX 


Remington Rand has done it again. Now a single-unit machine is 
available for the Transcopy method of photocopying...the brand- 
new Transcopy Duplex. This space-saving, time-saving, work- 
saving development gives you, in seconds, positive ready-to-use 
photocopies of any record, written, printed or drawn—up to 1442” 
wide and of any length. 


HERE'S HOW TRANSCOPY DUPLEX WORKS 

Insert the document to be copied, with a sheet of Transcopy 
negative paper, in the front slot of the unit. Electrically driven 
belts carry the sheets thru the unit exposing the print and ejecting 
both sheets thru the second slot. Return the original to normal use 
and insert the exposed negative sheet with a sheet of positive 
Transcopy paper in the third, for development. Again, electrically 
driven rollers pull the sheets thru the developer and eject the 
sheets from the rear slot. Wait just a few seconds for printing to 
take place, separate the sheets and you have a perfect, ready-to- 
use positive print — black printing on white background. 


= ROOM 2792, 315 FOURTH AVE. 

ae Fband NEW YORK 10, NEW YORK 

Gentlemen: I am most interested in finding out how I can use 
the Transcopy photocopying method in a single machine. Please 


send me, without obligation, free folder P-344 explaining in 
detail the operation of Transcopy Duplex. 


NAME POSITION 

FIRM 

ADDRESS 

CITY ~ ZONE STATE — 
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Floor noise. The clatter of heels, the screech of wheels, the 
unnerving sound of moving furniture. These and countless 
other floor noises lower efficiency, production and morale in 
offices, showrooms and other places of business. 


Echoed noise like the bang of file drawers, the racket of 
machines, the drone of voices are arch enemies of industry. 
They cause jumpy nerves and undue fatigue. They are re- 
sponsible for costly errors and hours of unnecessary overtime. 


Bigelow’s Cushionlok Carpet absorbs up to 90% 
of floor noise ...deadens echoed noise, too! 


Bigelow Cushionlok is the only single acoustical treatment that fights 
noise both ways. Acoustical experts agree that this handsome, dura- 
ble new carpet insulates and absorbs sound so effectively that often no 


* 
further acoustical treatment is necessary. ( ei € Ow 


Easy to install! Bigelow Cushionlok Carpet requires no cushion lining . 
. .. the rubber cushion is built-in. It can be cut in any shape, C h | k 
matched, pieced and even re-laid. Us ion ° 


Easy to maintain! Aside from regular vacuuming, Cushionlok needs Ca rpet 
professional cleaning only about once a year. Compare this thrifty 


maintenance with floors that require sweeping, washing and waxing. Ser Better Acoustics 
Send for a sample of Cushionlok. Write on your business stationery to 


Dept. 14.140 Madison Avenue, New York 16, N.Y. 
OFFICE MANAGEMENT June, 1953 
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A. Devaney, N. ¥ High in the office building .. . 


Management comes into its own 


WHEN the political glorification of labor began back in the Thirties, labor 


was set up on a pedestal by itself and just about everything was done to make 
people forget the fact that labor has in management a partner which cannot 
be ignored. In the more favorable climate for business now spreading out 
from Washington, the twin functions of labor and management are coming 
to be better understood—and the time may even be at hand when as much 
attention will be paid to the problem of developing efficient leadership in 
management as has long been sought for in labor. 

Under the stress of a war and a post-war war, the necessity of getting 
things done with utmost efficiency has become of paramount importance. 
Labor has in the past two decades made great advances, but so has manage- 
ment, even against the handicap of open or covert antagonism. And labor 
has come to realize that for future advancement of its own cause, the coopera- 
tion of management is necessary. The gap must be closed between the people 
in the mine, the factory, the store, and the office and the management executives 
whose task it is to plan and direct the productive effort of labor. 

High in the office building, behind a busy desk, is the man who may soon 
be sharing equal billing in popular estimation with the man in overalls so 
long beloved of the political cartoonists—and among these men behind the 
desks none is more important than those who handle the responsibility of 
office management—the men upon whose successful performance of their 


task the basic efficiency of all other forms of management depends. 
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Electronics moves into the office 


by Ralph W. Fairbanks 


Mr. Fairbanks has specialized in methods 


since 


and procedures work for the past ten years, 
and has headed his own consulting firm 
1952. Before that he was with Ernst 
and Ernst as a methods expert. He has also 
served with the War Production Board, and 
the National Cash Register Co. 


e THE OFFICE EXECUTIVE who visualizes the wave of 
electronic computers now being designed and produced as 
tools of the laboratory and the university rather than the 
office is—as of this moment—right. Yet, within his own 
offices, the basic ancestors of the most elaborate computers 
made today are in daily use—the adding machine and the 
desk calculator. 

The electronic “brain” had its origins in the office and its 
greatest future use undoubtedly lies there—even though at 
present it is too high-powered a calculating machine for 
general office use. Basically, the “brains” are calculating 
machines in which vacuum tubes or other electronic de 
vices have replaced the gears of conventional desk calcu- 
lators, and in which a punched tape or similar device 
replaces the clerical operator who “punches the keys” of the 
calculator. 

The tremendous speed possible with these electronic re 
placements explains the new computers’ ability to handle 
problems that human mathematicians have never attempted: 
a computer, in which vacuum tube relays have replaced 
the mechanical gears of the standard desk calculator, can 
perform nearly a million simple arithmetical operations per 
minute. Each operation is rudimentary, but the number ot! 
operations involved is so tremendous that the machine can 
solve in a comparatively short period problems that no sing] 


human mathematician could do in a lifetime. 


Few offices have problems requiring such extensive mathe- 
matical analysis and for this reason many executives look 
on the new computers as completely impractical for every- 
day business use. At present, this is a valid viewpoint— 
with this notable exception: The accessories developed to 
replace the operator who “punched the keys” are applicable 
to business right now, even though the arithmetic unit of 
the modern giant calculators may be too high-powered for 
current office needs. 

A moment's reflection will show the management execu- 
tive how very many of the clerical operations in his office 
are highly repetitive, and could effectively be handled by 
electronics if the machines existed to do the job. We shall 
demonstrate that although few complete machines exist 
now, components which can be put together to make such 

| 


machines do exist. Why, then, hasn't there been more 


progress toward electronic modernization of office proced- 


ures 

Unfortunately, there seems to be a wide gap between the 
designers and manufacturers of electronic equipment and 
the office executives which is hampering the development 
ot this enormously promising field. Many manufacturers 
of electronic equipment literally do not know what processes 
offices want automatized. Office executives on the other 
hand are all too often ignorant of what can be accomplished 


through electronics. There is no common meeting ground 
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between manufacturer and potential consumer, 

A joint research and development council of office meth- 
ods men and electronics engineers and manufacturers is 
urgently needed, but so far no widely representative body 
of this type has been created. Manutacturers can do little 
or nothing without a sharp and precise definition of office 
needs: given that, the potentialities of electronic office equip- 
ment and processes are literally unlimited. 

A council of the type suggested would bring much closer 
the automatization of routine office functions, But the ap- 
plication of electronics to office procedures is inevitable in 
any event. It is just a question of how many years are to be 
spent in achieving it. 

\ clear lead given by management to manufacturers would 
advance the date of the “electronic revolution” in offices, 
but even without joint effort by manufacturer and customer, 
the economic pressures on the manufacturers will force them 
eventually to design machines specifically for office use. The 
market for giant computers is necessarily limited, and any 
cutback in the defense effort will limit it further. At the 
same time, an increasing number of manufacturers are en- 
tering the electronic computer field. Competition will force 
these producers to devise machines specifically for office use, 
for offices, are, after all, the greatest potential market for 
electronic processes and controls, 

This, in turn will stimulate even the most conservative 
of the manufacturers of present-day machinery to investigate 
electronic controls for their products. Already we see indica- 
tions of this in the electronic research being undertaken by 
manutacturers of conventional accounting and bookkeeping 
machines, who are looking toward machines that will punch 
posting information into tape. These tapes can then be run 
through a tape-to-card punch machine, punching tab cards 
from which statistics and analyses can be drawn. 


Furthermore, the process of adaptation of electronic ele- 
ments will become increasingly simple as the production of 
electronic computers in their present form and in simpliied 
forms increases. 

An electronic calculator is basically made up of four major 
elements: storage or “memory” units, an arithmetic unit, 
a control unit, and an input and output element. The newest 
of the giant electronic calculators—IBM’s 701 data-processing 
machine—has eleven units, three of which are memory or 
storage units. Problems and instructions are punched onto 
cards, which are then stacked and fed to the input device 
of the 701, which “reads” the instructions. All instructions 
and all information from the cards are then stored in the 
machine’s various memory units, from which they can be 
extracted instantly whenever they are needed during the 
course of the problem. 

As the arithmetic unit begins computations, the various 
figures and instructions of the problem are “read out” of the 
memory units in which they have been stored, and used by 
the arithmetic unit, which performs the required computa- 
tions. The solution or solutions are printed by a results 
printer, 

Now, in this entire process, all the “accessory” steps to the 
actual computation are being performed electronically. And 
it is these “accessory units’—the memory and storage fa- 
cilities, and the control facilities—which offer the greatest 
field of exploration in re-designing office procedures. For 
the same basic techniques by which these accessory devices 
here operate an arithmetical unit, admittedly too high- 
powered for the needs of the average business, can be used 
to operate other machines that are applicable to the office. 

It is this field—the development and application of the 
“control” and “sensing” devices, first created for the com- 
puter, to run standard office equipment—that offers the 
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greatest promise of an electronic revolution within the office. 

This specifically does not mean that office management can 
simply take the memory and control units of an electronic 
computer, attach them to a standard machine, and achieve 
results. It does mean, however, that adaptations of the same 
basic units being used in computers can be designed and 
manufactured for the specific needs of a particular office; 
that these adaptations in combination with one or more 
standard office machines can replace cumbersome manual 
and clerical procedures. 

Here is what electronic units can do now: 

They can learn what is “told” them. 

They can apply the instructions at the proper time. 

They can read and remember numbers. 

They can add, subtract, multiply, divide, and round off. 

They can look up numbers in tables. 

They can inspect a result and make a choice. 

They can do chains of operation in sequence. 

They can write an answer. 

They can check the accuracy of the answer. 

They can sort or arrange in sequence, either numerical or 

alphabetical. 

They can tell when one problem is finished, and go on to 

the next. 

They can determine the larger part of their own instruc 

tions. 

They can work without supervision. 

Obviously, any unit or group of units that can do these 
things automatically is potentially capable of taking over 
most of the clerical functions of an office. 

Electronic devices have already begun to do this. Take 
the redesigning of a book club operation which was made 
possible through combination of electronic and mechanical 
machines. Any book club has an office operation in which 
a tremendous number of small mail orders must be processed. 
Since incoming members are offered free books, and regular 
members have a choice of several books each month, it is 
necessary in each month’s mailing to have the following in- 
formation available, for each of millions of subscribers: 

1. Whether or not the member wants any book sent that 
particular month. 

2. Which of several alternate selections he wants. 

3. Whether the member’s payments for past books are 
up-to-date, since if he is in arrears no book will be sent. 

4. Whether, on the other hand, his subscription has been 
paid in advance, so that he should not be billed for the 
present mailing. 

All of this information, in the particular instance we have 
in mind, had to be available monthly for two million club 


members. In addition to this, sales statistics and internal 


control of accounts receivable had to be based on the in- 
dividual accounts of the two million subscribers. 

When we entered the picture as consultants to redesign 
the procedural operation, we found that a tab card coded 
with information taken from the original file of stencils 
on members was our answer. The revised system as we 
worked it out was this: 

When instructions from a member as to his book selection 
—or his wish not to be sent any book—are received each 
month, a hole designating his choice is punched in the 
stencil. At shipment time, the stencils are run through an 
addressing machine which has been tied in with a sorting 
machine and a punching machine. The actions of the three 
machines are controlled by a specially designed electronic 
master panel. 

Thus, by coordinating the action of a standard punching 
machine, an addressing machine, and a sorting machine 
under the overall direction of an electronic contro! panel, 
we have a wholly new and ultra-sensitive addressing machine 
which is able to interpret punched signals in the stencils 
which are fed to it. This simplifies the entire order ful- 
filment problem faced by the book club. 

Now, from the information carried on the stencils, tabu- 
lating cards are sequence-punched, addressed, and itemized 
for the book to be shipped. If any past charges are due, the 
information is punched on the card. If the club member 
should not want any book sent, the fact is interpreted by 


the machine, which automatically skips that card. 


The tabulating cards for the members who are receiving 
books that month are finally enclosed in window envelopes, 
and serve a dual purpose as shipping labels and statements 
to the recipients of the payment due. 

Every step in this involved operation has been highly- 
mechanized under the new system utilizing electronic con- 
trols. During the addressing operation, the stencil card has 
been punched to establish the charge for the particular book 
being shipped. In the sorting phase of the overall opera- 
tion, the tab cards are sorted for members who wish to 
receive the feature selection, those who wish an alternate 
choice, those whose accounts are in arrears, and those with 
accounts paid in advance. Counters on the sorting pockets 
used record the number of cards in each group, and from 
these counts sales figures are computed. 

Machines then automatically insert the tab cards in win- 
dow envelopes from groups sorted by titles of the books 
being shipped that month. 

When the tab card, which has served as a shipping label 
in its window envelope and as a statement to the member, 
15 returned by the member with his payment, the amount 
paid is printed on the card. The cards received are then 
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The whole process of electronic 
computation is based on the use of 
binary numbers, and the office will 
be hearing more and more of this 
system from now on, 

The binary number system is based 
on the assumption that only two num- 
ber symbols exist: 1 and 0. In con- 
ventional numeration, with ten sym- 
bols we can represent 1 plus 5 as 
equalling 6 


“ 


since we have the symbol 6 to rep- 
resent the sum of 1 and 5. But when 
we add. in conventional notation, 1 


When 1 plus 1 equals 10 


In other words, when we pass the 
addition where a single digit can rep- 


column to the left. 


Binary Conventional 
resent a sum, we clear our unit col- 1 1 
umn, and “carry one” to our tens , 4 
column. The same process is repeat- ' ; 
ed in the tens column, and we carry 10 = 


one to the “hundreds” column, and 
so on. Every two-digit conventional 
number is a number in which the 
position of the symbols as well as the 
symbols themselves has significance— 
which symbol is in the unit column, 
which is the tens column. 32 is an en- 
tirely different number from 23, in 
spite of the fact that the same digits 
are used in each number. 

In the binary system, we have two 
symbols only, 1 and 0. Since 1 is the 


conventional 


In binary notation, then, 10 equals 


number 2, just as II 


equals conventional number 3 


Binary Conventional 
10 2 
L} 4 
il 3 


and 100 equals conventional number 


and 9, we have no single digit to only symbol to represent a number, 4 
represent the number ten. Therefore, the position of 1 becomes all-impor- Pore jiceimeanceel 
we represent “ten” by placing a zero tant. We cannot represent the sum 10 ; 2 
in our unit column, and the figure of 1 plus 1 in binary notation by a 10 49 
one in our “ten” column, thus: symbol since none exists. We there- ‘ 

1 fore do the same thing we do in 100 4 

+9 conventional notation for the sum 

of 1 plus 9: we put a zero in our 
10 first orsite and Saas on” to the The Editor 


machine-sorted electrically in the same sequence as the 
stencil-account card files, to facilitate posting. Posting clerks 
with punching machines record the credits by punching 
signal holes in the stencil card. 

Notification cards from the members as to their book 
choice are also sent in on sequence-punched tabulating 
cards, which can be filed by the electric sorter. 

Betore adoption of this procedure, of which the heart is 
the electronic control panel ruling the combination of stan- 
dard machines, the book club was forced to employ two 
distinct lists, one alphabetical, one numerical. Manual al- 
phabetical sorting was used for more than two million pieces 
of mail a month. 

A book club’s problems are specialized, and the particular 
solution in this case was specialized too—but the principle 
of electronic control of standard machines or combinations 
of standard machines can be extended through an unlimited 
variety of office procedures. Electronic components can 
“control” and they can “sense’”—procedures which formerly 
had to be assigned to human beings can now be performed 
by these components. 

It goes without saying that the tremendous speed char- 
acteristic of all electronic operations means that procedures 
controlled by an electronic panel will almost invariably. be 
performed more quickly than procedures employing the 
same non-electronic machines controlled by human work 
ers. Thus, the electronics application increases efficiency, 
while simultaneously decreasing the man-hours required for 


any given operation. The book club mailing operation de- 
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scribed above made it possible for the club to eliminate more 
than 10,000 work-hours per month. 

In the operation of machines by electronics, we have a 
“sensing” control panel transmitting signals to a machine 
or combination of machines according to time delay. 

Now what does this actually mean? In order to under- 
stand the functions of electronic control, it will be necessary 
briefly to review how computers—in which the storage 
and control electronic functions were first fully developed 

-work. 

Electronic computing is based on the machine's ability to 
distinguish between two factors and only two, “pulse” and 
“no-pulse.” By various combinations of these two factors 
which can be “sensed” by the machine, any letter or number 
can be represented, and can be stored within one or more of 
the “memory” units of the machine. For example, magnetic 
tape will have magnetized spots on it for a “pulse” reaction, 
unmagnetized spots for “no-pulse.” Through various com- 
binations, then, any number or any letter can be stored on 
the tape. 

The same principle is true in the actual computations of 
the machine—the familiar digits of our decimal system, 
0) through 9, cannot be used because the machine can make 
only one distinction—‘pulse” or “no-pulse.” Therefore the 
computations are made on the binary rather than the decimal 
system—all decimal numbers fed into the computer are 
automatically translated into binary numbers, numbers in 


which position changes are based on the power of 


(To page 62) 
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Esso solves the lunch problem 


by Virginia Kent 


Schrafft’s provides complete restaurant service and facilities, and the same menu offered 
in its other restaurants, in the private dining room in the Esso building 
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eLUNCHEON MEANS fine foods and genuine relaxation 
to the employees of Standard Oil Co. (New Jersey), Esso 
Standard Oil Co. and other affiliates in Rockefeller Center. 
For they enjoy the facilities of a spacious private dining 
room on the concourse level in Schrafft’s luxurious rest- 
aurant in the Esso Building at 15 West 51st St. 

These facilities were provided by management as a solu- 
tion for the multiple problems of lunching in a congested 
area. To make the appetizing luncheons doubly appealing, 
Esso goes fifty-fifty on luncheon checks with a minimum 
company payment of 75 cents. 

This luncheon arrangement, adopted when the company 
moved five years ago from offices at 26 Broadway, New 
York, to Rockefeller Center, proves throughly satisfactory, 
admirably realizing the management's objective of assuring 
its employees the finest quality foods, p-epared with scrupu- 
lous cleanliness, and served in restful surroundings. Thus 
the plan expresses the concern of the company for the wel- 
fare of its personnel. 

The private dining room, which has a seating capacity 
of 700, is restricted to company employees in the Center. 
But in a number of other sections of the city, where the 
company maintains sufficient office personnel and a Schrafft’s 
restaurant is conveniently close, as in the New York financial 
district, the company arranges to pay half the amount of 
employees’ checks, just as it does in the Center. 

Time saving and convenience are naturally among the 
advantages that make Schrafft’s private dining room in 
Rockefeller Center so popular that the majority ot employees 
use it daily. From offices in the Esso Building they have 
only to step into swift elevators, then walk down a short 
stairway to Schrafft’s on the concourse floor. A passage also 
communicates with the Associated Press and RCA Build- 
ings, the latter headquarters for Standard Oil (New Jersey), 
the parent company. 

Escaping the average New Yorker’s trying noonday battle 
with traffic, sweltering heat, or sleet and snow, employees 
go from air conditioned offices into a dining room that is 
also air conditioned, soundproofed, softly lighted by fixtures 
flush with the ceiling, and decorated in neutral, subdued 
tones. The large area is skillfully angled, with semi-parti- 
tions arranged here and there. Chairs at tables for four are 
covered with green leather. At one end of the dining room 
a counter unit seats 48 persons who may wish fast service. 

Hours of service are from 11:45 to two o'clock, during 
which there are three luncheon periods. One feature which 
is helpful in serving so many people in a limited time is a 
series of service stands where waitresses can get service 
set-ups, milk, cream, coffee, silver, soup, and bread and 
butter without leaving the dining room area to which they 
are assigned. 

The regular Schrafft’s menu is served—foods fresh from 
the adjoining, immaculate kitchens, tiled in soft green, air 
conditioned, and equipped like the dining room itself, with 
electric eye doors. The service areas of this Schrafft’s rest- 
aurant contain the most modern restaurant equipment, spe- 
cially designed for speed and efficient service, comfort and 
superlative cleanliness. It received the award of Institutions 
Magazine for the most distinguished restaurant of 1948, 
the year in which it was opened. (To page 60) 
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e THE CURRENT TREND toward a more home-like at- 
mosphere in offices is emphasized again in the suburban 
office and factory of The Powers Regulator Company, 
which was opened some time ago in Skokie, Illinois. The 
simple, clean lines of the Powers building are set off by the 
wide green lawns, circular walks, and luxuriant plantings 
of the company’s 13-acre site. 

Inside the building, the first impression of handsome 
simplicity is underlined by the spacious, beautifully deco- 
rated lobby. Deep mauve walls are combined with uphol- 
stered sofas and chairs in lime, bittersweet, and grey, and 
beige grey carpeting. The free-form tables and other ac- 
cessories contribute black and white accents. Dominating 
the entire reception area is a dramatic double winding stair- 
case with balustrades of polished brass in a ribbon design. 


The carpeted twin stairways lead from the lobby to the 


sales conference and products display room. This glass 


The lobby 


President's office 
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Powers Regulator follows current 
trend with colors that blend, carpeting, 


spacious office areas. 


paneled room, with draw curtains of dark green which can 
be used when privacy is desirable, is decorated in shades of 
green combined with beige grey carpeting. The furniture is 
walnut. An added feature is a movie screen which comes 
down from a recess in the ceiling. 

On either side of the sales conference room are the ad- 
ministration, sales, advertising, and accounting offices. The 
production, purchasing, engineering and personnel offices 
are on the first floor, and are connected by a service corridor 
with the lobby. 

All offices were carefully—and colorfully—decorated with 


. 


an eye to avoidance of monotony, or a “commercial” appear- 
ance. Three walls of each office are one color, while the 
fourth is in a differing but complementary color—a theme 
which relieves eyestrain by providing variety. Staff mem- 
bers in each of the various departments were given their 
choice of several pre-selected color schemes, so that working 
groups have the colors they like while all the offices remain 
harmonious in appearance. 

Acoustical ceilings are used throughout the office area 
and in the cafeteria, adding to the working comfort of em- 
ployees. The air of spaciousness throughout is increased by 
unusually wide corridors, which are painted soft green with 
end walls in deep mauve. Lighting that is both scientitic 
and decorative is achieved through the use of cove and re 
cessed fluorescent lighting in flush troughs. 

The offices, research laboratories, and cafeteria are com 
pletely air conditioned by a system operated by a specially 


designed Power Control Panel. (To page 69) 
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Sales conference room 
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Can they be sold on machine dictation? 


By Esther R. Becker and Richard L. Lawrence 


eTHE SECRETARY can sabotage the dictating machine 
or make it a success. Which is she inclined to do? 

To find the answers secretaries and stenographers were 
contacted in New York City, Washington, D.C., Houston 
and Los Angeles. 

The first thing we learned is that acceptance of the ma- 
chine begins before it is purchased. The average yearly ex- 
penditure for office equipment and supplies per secretary 
has been set at $3,199. Advertising Age comments: “More 
often than not the secretary is the person who recommends 
the brand, or, in many cases, buys the supplies.” One dictat 
ing machine company in its advertising literature appropri- 
ately suggests, “Let your secretary see this machine in action 
—at the same time you do—then ask Aer opinion.” An- 
other company appeals direct to the secretary, “Tell HIM 
HE wants this machine . .. and you do, too!” 


Some bosses, unfortunately are reluctant to consult the 
secretary. They fear it might set a precedent or detract 
from their authority. “If I ask her about getting a dictating 
machine, she'll want her say about everything I do in the 
future,” they reason. On the contrary, the purchase of a 
machine should be made the occasion for promoting good 
office relationships. 

Other bosses ask the advice of their secretary, but she may 
not be the person who actually operates the machine. Then 
the stenographers who do the transcribing are prejudiced on 
two counts. First, because they did not participate in the 
decision. Secondly, because they resent the fact that the 
secretary (whom they may envy because of her superior 
position) was responsible tor introducing the machine. 

A good indication of acceptance is when employees refer 
to their new equipment, as “my machine.” 
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Most everyone admitted enthusiasm for electric devices. 
The girls used cake mixers, drove speedy cars. One dictat- 
ing machine company, in fact, ties up with this idea by com- 
paring its equipment to an automobile. The indicate slips 
are the road map. The machine is in neutral before it’s 
started. You switch into gear. You back it up in case you've 
missed “word scenery.” You type at cruising speed. Thus, 
it's evident that secretaries don’t object to the machine as 
such. Resistance occurs only when they feel a machine 
threatens their unique status. 

Some girls oppose a machine just to assert their own im- 
portance. That's because their job imposes certain restric- 
tions. They must be on time. They must do the work as- 
signed to them, usually in a prescribed manner. But the 
boss can't tell them how to write shorthand! It’s a skill in- 
dividually possessed by the stenographer in her own little 
sphere. She alone can read its cryptic message. Her boss 
depends on her to transcribe it accurately. Maybe he can't 
even recall what he dictated in the event she can’t decipher 
her notes. If she surrenders this skill to a machine, she loses 
her weapon of power. 

Of course, the majority realize that the machine removes 
most of the repetitive and routine aspects of their work, and 
that they retain important functions of control, analysis, 
judgment, decision and evaluation which the machine can- 
not do. 

Very few stenographers had ever doubted that they could 
master the machine. Most said, “It’s easy to catch on!” But 
here and there you'll find a girl who unconsciously wants 
to hold on to dictation because she hesitates taking on new 
duties which would be a challenge to her intellect. She'd 
rather have routine dictation take up the major part of her 
day. The understanding boss doesn’t try to overtax this 
type of mentality. He shows her that she will be able to 
turn out more of the same type of work with the machine— 
which she is usually more than willing to do. 

“Will a dictating machine cause loss of technique?” was 
asked of a group of government stenographers in the Pen- 
tagon. “A machine can help improve shorthand,” they 
replied. These girls were anxious to advance to higher 
ratings. They practiced writing shorthand from the tran- 
scriber whenever they had free time. Soon they found they 
could turn the machine to a faster speed—and take down 
more words per minute—than when they passed their orig- 
inal tests. 

Even without such practice, it normally only takes a week 
or two of concentrated effort to restore shorthand speed. 

Many girls need both skills. An executive in a Houston 
oil company had used a dictating machine ever since the 
first crude models were available. But since he frequently 
telephoned from the field, his secretary used her shorthand 
to take down verbal instructions. 

“Do you feel more or less fatigued since you have a dic- 
tating machine?” This question was directed to two secre- 
taries in a tool manufacturing company in Pasadena—girls 
who would be quick to notice signs of strain, because they 
were accustomed to work at a more or less leisurely tempo. 
Then, too, they both were married and combined running a 
home with an office job. The first girl smiled, “It’s easier to 
plug in a vacuum than sweep with a broom, isn’t it?” Her 
companion added, “It made me more tired waiting half a 
day in the boss’s office while he talked over the telephone 
... all the time knowing some of the mail had to be finished 
today. Now I plan my work. It’s less monotonous, too. You 
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THIS article is a joint product of Esther R. 
Becker, Research Assistant at Stevens Insti- 
tute of Technology, Hoboken, N. J... and 
Richard L. Lawrence, who works in the en- 
gineering and production field. 


Miss Becker is the author of Secretaries 
Who Succeed (Harper & Brothers. N. Y.). 
a compendium of the details that go into 
making a real secretary. This article is the 
fruit of a survey made in connection with 
a forthcoming book on career analysis by 
Miss Becker, also to be published by Harper. 


hear the material only once. Before, you wrote everything 
twice.” 

An administrative assistant in a Los Angeles insurance 
office stressed convenience. “You can farm out work that 
isn’t too technical or confidential to typists. You don’t have 
to worry when you're sick. The Department Head won't 
have to redictate his memos, or let work pile up. 

Most significant were reactions in regard to contact with 
the boss. “I know dictation wastes time,” a Radio City sec- 
retary in a broadcasting studio conceded, “but when I’m 
sitting in my boss’s office, I overhear important conversa- 
tions, or meet celebrities. That makes my job exciting. I'd 
miss a lot of this if I were at my desk all day transcribing.” 

The secretary to a well-known commentator cut in, “I 
thought that, too. But let me tell you how things worked 
out. Mr. T. never likes to be interrupted when he’s working. 
But when I was inside with him taking notes, people simply 
walked past the door. Now, they don’t get past me when 
he’s dictating to the machine. The result is many of them 
take up their business with me direct, rather than come 
back. So I’m in closer contact with prominent people than 
ever before. And because | no longer have to be on call 
when an idea strikes him, Mr. T. now sends me out to make 
contacts with guests for the program.” 

Downtown in a New York utility the assistant to the 
chief statistician said, “My boss relied on me for supplying 
him with facts and figures. Dictation with us was a two 
way process. He'd stop in the middle of a sentence and 
say, ‘Marie, where did we get such-and-such data?’ And 
I'd answer giving him specific sources of information. Often 
he'd compliment me on my good memory. Then one day 
he had to stay home with a broken leg,” she continued, 
“Since I couldn't be both places at once, we got a machine 
on trial. Every morning I went to his house with the cur- 
rent assignments. He'd spend the rest of the day dictating 
the answers. But this meant I had to analyze the material 
ahead of time, anticipate what data he might need, supply 
him with information beforehand. My boss felt | was smart- 
er than ever! What's more, once I had all the data collected, 
I often could prepare the answers myself.” 

(To page 69) 
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"| News 
| pictorial 


@ Mayor Ernst Reuter, ot West Berlin, 
receives instruction in the operation of 
s Gray Audograph Electronic Sound- 
writer from Edward Inglis, Audograph 
sales manager in New York. Mayor 
Reuter, in the U. S. to help raise funds 
for refugees from beyond the iron 
curtain, was given a Soundwriter by 
the International Rescue Committee, 
sponsor of his trip, after he had ad- 
mired a similar unit used by the com- 
mittee. 


V Max Wright, Inc., Atlanta distribu- 
ter of Fresh’nd Aire air treatment ap- 
pliances, made by Cory Corp., takes 
his showroom right to dealers through- 
out his area by means of a demonstra- 
tion showroom built into this bus. 


a 


COOLING & 
ee -_ 1EATING EQUIPMENT 


FOR EVERY PURPOSE 
- 7 


> “Highly satistactory” was the Navy 
report on Soundscriber recording ma 
chines used in “under-fire” tests by the 
Navy in winter amphibious exercises. 
Commander Fred C. Duttweiler (cen- 
ter) is shown at right as he turns over 
receipts and test report to Edward 
Kuhn, Soundscriber dispatcher, while 
Lt. Link (left) looks on. Information 
as to the exact use made of the equip- 
ment was not released. 
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A The new Duplicopy, a liquid pro- 
cess duplicator, features what the com- 
pany calls “Magic Liquid Flow.” This 
is said to be a patented wiper blade 
that automatically assures even distribu- 
tion over the roller of the precise 
amount of liquid required. This fea- 
ture, it is claimed, makes possible sharp, 
clean, dry copies from the start, elim- 
inating flooding, offsetting, and conse- 
quent loss of time and paper. No sten- 
cils are required. As many as five colors 
can be printed at one time. It is made 
by the Duplicopy Co., 224 W. Illinois 
St., Chicago 10, Ill. 


VA “burping” pen, called the Ventura, 
has been introduced by Eversharp, Inc. 
350 Fifth Avenue, New York 1, N. Y. 
“Just like a baby,” says the company, 
a pen “must be ‘burped’ before it can 
be filled full.” But Eversharp thinks 
its new off-spring is well-mannered: 
it is the “only pen in America which 
‘burps’ before it drinks but never after- 
wards.” The new invention is called 
an Air-Jet Exhaust. It is said to in- 
crease the pen’s ink capacity by as much 
as 40°%. 
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> The transparent plastic construction 
of this new salt tablet dispenser solves 
the problem of knowing how many 
tablets are left in the dispenser. The 
new model is made in 500 and 1000 
tablet sizes by Standard Safety Equip- 
ment Co., 232 W. Ontario St., Chicago 
10, Ill. Cost of the dispenser is said to 
be so low that it can be discarded when 
empty. The tablets are enteric-coated 


to prevent discomfort to the user. 


+ Borroughs Mig. Co., Box 111, Kala- 
mazoo, Mich. now has four models in 
iis new line of “Wrap Rack” clothes 
hangers. The capacity of the four mod- 
els ranges from six coats and six hats 
in the smallest to 24 coats and 24 hats 
in the largest. Each standard unit can 
be increased in capacity by the even 
foot, at a rate of three garments for 
each foot added. “Wrap Racks” are 


of rigid steel construction, spot welded. 


New 
for the office 


> The Midline file is the newest prod- 
uct of the Victor Safe & Equipment 
Co., 315 Fourth Ave., New York 10, 
N. Y. This new file is moderately 
priced and has been designed, says the 
company, “to fill the special needs of 
economy minded offices or businesses.” 
Midline files are obtainable in letter or 
legal sizes and in four or five-drawer 
models. The new series has a welded 
frame and case, solid top and bottom, 
and six uprights. Drawer suspension 
is of the cradle type. 
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4 The Underwood Electric Duplex 
Carbon and Fabric Ribbon Typewriter 
has recently been developed by the 
Underwood Corp., 1 Park Ave., New 
York 16, N. Y. According to the com- 
pany, this latest typewriter has been de- 
signed for “eye appeal” which com- 
mands “correspondence attention.” The 
duplex feature of the new machine per- 
mits it to use either a carbon or a fabric 
ribbon. Use of the carbon ribbon, it is 
pointed out, does not interfere with 
the use of the machine for regular 
typing work requiring a fabric ribbon. 


” Ajax Time Stamp Co., 368 Broad- 
way, New York 13, N. Y. has intro- 
duced a machine called the Ajax Quick- 
Set Jr. This machine is a somewhat 
modified version of the Ajax Electric 
Quick-Set machine, which has been on 
the market for about a year. The new 
model is manually operated. It is spe- 
cially designed to permit quick changes 
ot numbers, letters, code wheels, etc. 
The change gear wheels are set to new 
combinations by means of outside ley 
ers. Other features include a one-way, 
automatic ribbon feed and a depth ot 
throat which makes it possible to print 
In any position on an 8! x II sheet 
cf paper. The machine can be fur- 
nished with upper or lower die plates, 
or both. It can be supplied with change- 
able word cylinders or quick inter- 
changeable slides with signatures or 


whatever reading matter is desired. 


OFFICE MANAGEMENT 


q A new automatic hand dryer that 
acts simultaneously as a deodorizer is 
sold by the American Dryer Distribut- 
ing Corp., 1324 Locust St., Philadel- 
phia, Pa. This model, known as the 
American Dryer, is said to dry hands 
completely in 18 seconds. At the same 
time, its G-E Ozonaire system converts 
oxygen into odor-estroying ozone. 


A Kisco Co., Inc., 2400-14 DeKalb St., 
St. Louis 4, Mo., manufactures the 
model KW-20-C cabinet window fan 
shown above. This fan has a guard of 


perforated metal. The unit is rubber 
mounted and the four-blade Torring- 
ton Impeller is designed tor quiet op- 
eration. Two sets of detachable exten- 
sion panels are furnished to fit most 
size windows. The fan operates on 
standard 115-volt, 60-cycle current at 
speeds of 800 or 1050 r.p.m. 


V The new Howe Mechanoprint, made 
by The Howe Scale Co., Rutland, Vt., 
is described by the manutacturer as 
a greatly simplified and modern me- 
chanical weight recorder.” It is built 
1a as an integral part of the Howe 
Tape-Drive Dial head. The new de- 
vice is adaptable for many weight- 


printing requirements. 
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A Hild Re-Color, produced by the Hild 
Floor Machine Co., 740 W. Washing 
ton Blvd., Chicago 6, Ill., is now being 
distributed through the Hild dealer 


organization. Re-Color is used to re 


store color to faded upholstery, rugs, 
and carpets, simply by adding it to the 
shampoo solution when the fabric is 
cleaned. It may also be applied in a 
simple brushing or spraying operation. 


A Inter -Continental Trading Corp., 
9) West St.. New York 6, N. Y. has 
announced the new model SM3 of the 
©!ympia_ portable typewriter — series. 
Among the SM3’s new features are a 


tabulator, an automatic paper teed, and 


front paper table for erasing. 


# A new, lightweight adding-calcula- 
tor, termed the “All-Purpose,” is being 
introduced this month by the Monroe 
Calculating Machine Co. Orange, 
N. J. The new calculator weighs about 
1 pounds and is easily carried. Two 
models are available, providing 20-place 


or 16-place result dials. 


June, 1953 


OFFICE MANAGEMENT 


p> A bookkeeping and self-balancing 
hand cash register that can be convert 
ed into an adding and subtracting ma- 
chine with the turn of a knob is ot- 
fered by the Clary Multiplier Corp., 
408 Junipero, San Gabriel, Calif. The 
register keeps a cumulative record of 
cash sales, no sales, paidouts, receiy- 
ables, and other business transactions. 
li has nine designation keys for iden- 
titying sales personnel or the type ot 
merchandise sold. 


> A new line of carrying cases has been 
adopted by F. G. Ludwig Associates, 
Deep River, Conn. to increase the port- 
ability of its contoura Portable Photo- 
Copiers. The Contoura fits in a briet- 
case and can copy flat materials such as 
letters, diagrams, or charts, without 
being removed from the case. In addi- 
tion, Contoura Photo-Copiers can be 
used to copy curved text near the bind- 
ing of heavy volumes. 


> A new line of table and wall model 
projection screens has just been an 
nounced by the manufacturers, Radiant 
Mig. Corp., 2627 W. Roosevelt Rd., 
Chicago 8, Ill. A feature of the new 
series is the use of a single stretcher 
bar to support the screen when it has 
been unrolled. As a result, says the 


company, the screen can be set up in 


1 matter of seconds. When not in use, 
the screen fits into a curved channel. 
The new line, identified by the designa- 
tion “Thrifty,” is ootainable in the to! 

| 


lowing three sizes: 18 by 24 inches, 22 


bv 30 inches, and 30 inches square. 
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AA lever-operated, hand numbering 
machine, model 95L, is offered by the 
Roberts Numbering Machine Co., 700 
Jamaica Ave., Brooklyn 8, N. Y., to 
replace the company’s model 37. The 
new unit has a greater wheel capacity 
than its predecessor; it can be furnished 
with any number of wheels up to elev 
en. The newly designed lever, accord 
ing to the makers, requires only a flick 
o: the finger to advance the numbers. 
Wheels are steel; case is nickle-plated. 


V Magnetic coated paper which can be 
“re-used over 2,000 times without loss 
ol fidelity” is featured in the Pentron 
Dictorel dictating-transcribing machine 
made by Pentron Industries, Inc., 664 
N. Michigan Blvd., Chicago 11, Ill. 
The “Talkaform” paper can be written 


upon, filed, or sent through the mail. 


It can also be notarized and used for 
legal purposes. Price for the unit with 
ten Talkaforms and one set of index 
tabs is $295, F.O.B. Chicago. 


OFFICE MANAGEMENT 


A Newly 


master drafting table, said to incorpor- 


designed four-post Draft- 


atu construction features for every 
drafting need, has been introduced by 
the Stacor Equipment Co., 768-778 E. 
New York Ave., Brooklyn 3, N. Y. 
The table has a kiln-dried wood top on 
ar all-steel base. Its steel tubular legs 
are fitted with steel, smooth-bottom 
shoes to prevent damage to floors. The 
top can be adjusted to any working 
angle by raising devices which slide 
into table leg. Steel end cleats keep 
the board rigid in use, and an inter- 
locking steel hinge permits the top to 
be removed. An auxiliary unit made 
by the company fits under the tool 
drawer, and offers space for storage of 
extra tools, ink bottles and papers. The 
drafting table comes in four different 
sizes, all in the standard height, 37 
inches. 


@ A unit to make photo copies that 
does not require camera, dark room, 
er open tray is produced by Copy-Cratt, 
Inc., 105 Chambers St. New York. 
The Photo-rapid produces in less than 
9%) seconds, the manufacturers say, a 
permanent copy in exact detail on reg- 
ular weight paper, single or double 
sides; on transparent paper for diazo 
or blueprints, or on tissues for air mail- 
ing. The unit is electrically driven and 
automatically operated, and is said to 
be very easy to use. It can make copies 
of a page or pages from books without 
requiring the pages to be torn out. The 
makers say also that excellent copies 
can be made from originals up to 12 x 
1? inches on colored stock or stock 
which has pencil or crayon marks. 


June, 1953 
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The ““MERCHANTS” File 
SAVES TIME... Bo, 


All your records at your finger tips 


SAVES MONEY... 


Prevents pilfering of supplies and tools 


REALLY PRIVATE... 


Concealed vault safeguards your valuables 


<< = 
mts, 


A heavy guage steel cabinet containing two } } 
ball bearing letter files, index drawer for ‘jee 
3x5 or 4x 6 cards (3200 cap.); 2 adjustable < 
compartments under lock and key; steel safety ee 
vault with large vault size dial lock (only YOU aeSZ 
know the combination). ‘3 
32” high, 3012” wide, 1712” deep. eS 
Olive green or Cole gray, baked enamel. ee 


q, 4 


NO. 1370 LOW er ee ER my 
3 see 


With plunger lock which automatically locks 
all drawers. No. 1370PL...... $57.45 


Grained walnut, mahogany or knotty pine finish $12.50 additional. 
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No. C3352 3x5 $630 


Units on this page are designed for card record systems for use on desks. 
Also can be stacked in multiple units. Those on opposite page are for leases, 
contracts, insurance policies and other “higher than wide” office forms. Con- 
structed of top grade steel, electrically welded. Rubber feet are provided, 
can be easily removed for stacking purposes. Bail drawer suspension prevents 
accidental withdrawal from cabinet. New spring compressors for added record 
protection. Olive green or Cole gray baked enamel finish. 


No. C3353 3x5 $]Q00 


“STANDARD CARD” CABINETS 


ONE DRAWER UNITS Shipping 

Card wrt. 
No. Size Capacity Width Height Depth Price Packed Per Ctn. 
C335 3x5 1600 cards on” Su” t6" $3.60 6's 35 lbs. 
F C346 4x6 1600 cards 7%" — 6M" S16" 4.20 6's AO Ibs. 
m C358 5x8 1600 cards 958" 7%" 16” 5.40 as 28 Ibs. 
C369 6x9 1600 cards 1058 88" 16” 8.40 2's 23 Ibs. 


TWO DRAWER UNITS 
C3352 3x5 3200cards 1234 Ste" 16" $6.30 2's 19 Ibs. 
C3462 4x6 3200 cards 1434" 6%" 16” 7.20 2's 25 lbs. 
C3582 5x8 3200 cards 1874 7's" 16" 9.60 2's 32 Ibs. 
C3692 6x9 3200 cards 2074 8's" 16” 12.00 1's 20 Ibs. 


STEEL SANITARY BASES 


THREE DRAWER UNITS 
FOR TWO DRAWER UNITS 


Shpg. C3353 3x5 4800 cards 183%" 5%" 16” $12.00 1's 19 Ibs. 

No. Suggested Use Height Price Weight C3463 4x6 4800 cards a1" Gh” 16" 15.00 I's 22 Ibs. 
32 for 3x5 cabinets -. tap hea C3583 5x8 4800 cards 2734 7's" 16" 18.00 1‘s 27 Ibs. 
42 for 4x6 cabinets i ad : Ibs. Wwe Vee oo 
52 for 5x8 cabinets 15” 10.00 12 Ibs. C3693 6x9 4800 cards 30!2" 8's" 16 25.00 1's 32 Ibs. 
62 for 6x9 cabinets 15” 10.00 12 Ibs. 

: FOR THREE DRAWER UNITS LOCKS: Cabinets equipped with lock and key add $2.10 per drawer. 

ee 52 for 3x5 cabinets 15” $10.00 12 \bs. RODS: Cabinets equipped with rods for punched index cards add $3.00 per drawer. 

an 47B for 4x6 cabinets 15’2””" 12.00 16 Ibs. 
53B for 5x8 cabinets 1658 14.00 17 Ibs. WALNUT OR MAHOGANY FINISH add $6.00 for 1 drawer units, $8.00 for 2 drawer, 


for 6x9 cabinets 1158 14.00 


$10.00 for 3 drawer. 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS AVAILABLE ON REQUEST 


COLE SX a ae 
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STEEL CARD CABINETS 


No. C364 6x4 $840 


No. C3642 6x4 $1440 
No. C3364 6x4 $2Q00 


“HIGHER THAN WIDE” CABINETS 


ONE DRAWER UNITS Shipping 
wt. 
Capacity Width Height Depth Price Packed = Per Ctn. 


1600 cards 5%" Se” 616" $8.40 l‘s 9 Ibs. 
1600 cards os” 10” 16 12.00 1’s 12 Ibs. 
1600 cards Tm | 6UT* = 16" 14.40 l‘s 13 Ibs. 


TWO DRAWER UNITS 


3200 cards 1234” Ss" 16” $14.40 15 lbs. 
3200 cards 1234 10° 16” 16.20 18 Ibs. 
3200 cards 143% 11% 16° 19.20 23 Ibs. 


THREE DRAWER UNITS 


4800 cards 1454" 8” 16% $20.00 22 Ibs. STEEL SANITARY 
4800 cards 1834" 10" 16” 24.00 26 Ibs. BASES 


4800 cards 20%" i" 16” 30.00 33 Ibs. FOR TWO DRAWER UNITS 


Shpa. 
DOCUMENT FILE No. Suggested Use Height Price Weight 


Shipping 32  =for 6x4 cabinets 15% $10.00 11 Ibs 
THREE DRAWER UNIT wee 32 for 8x5 cabinets 15% 10.00 11 Ibs 


No. For Forms Capacity Width Height Depth Price Packed Per Ctn. 42 for 9x6 cabinets 15" 10.00 12 Ibs 


C3105 10'2"'x5’ 1000 leases 1834 1212 16% $19.95 1‘s 32 lbs. FOR THREE DRAWER UNITS 


42 for 6x4 cabinets 15” $10.00 12 Ibs 
LOCKS: Cabinets equipped with lock and key add $2.10 per drawer. 52 for 8x5 cabinets i 10.00 12 Ibs 


i A” : 4 lbs. 
RODS: Cabinets equipped with rods for punched index cards add $3.00 per drawer. 478 for 9x6 cabinets 15'2 12.00 14 te 


WALNUT OR MAHOGANY FINISH odd $6.00 for 1 drawer units, $8.00 for 2 drawer, FOR THREE DRAWER DOCUMENT UNIT 
$10.00 for 3 drawer. 52 for 10'2x5 cabinets 15” $10.00 12 Ibs 


SEND FOR COLE’S LATEST 1953 CATALOG 
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wrong way right way transfer to pronto 


Records thrown on shelves are Records in Prontos can be located Save money, transfer into low cost Prontos 
hard to find, collect dust and in a jiffy...stay neat and orderly 


and use your expensive cabinets over agcin. 
take up 50% more room. Doubles your filing space. 


SANITARY BASES 
for all size files $3°° 


There is a size made for every office record. These Pronto files 
are sturdily built of 275-lb. test fibre board, reinforced with 
FOLLOW steel on the shell and the four corners of the drawers as well. 
BLOCKS They cost no more than ordinary files! Can be interlocked into 
et ae aaa solid units and stacked to the ceiling. Beautiful in appearance, 
finished in olive green to match your regular office files. Will 


LETTER SIZE $35 5 last a lifetime. 


“<< pronto 
CHECK Size $4240 a 


STORAGE FILES | 
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Home office: John Hancock Mutual 
Life Insurance Co. of Boston, which 
won the Office of the Year award 
in the Large Office Division in 1950. 


*BELATED TRIBUTE is paid to an essential person in 
the office who is all too often overlooked—the quiet woman 
who does so much of the work—in an advertisement run 
recently by the John Hancock Mutual Lite Insurance Com- 
pany of Boston in Life and other national general interest 
magazines. 

Her qualities—whether she be secretary, or receptionist, 
or file clerk— are legion as the text of the ad proves—tor 
every executive lucky enough to have capable and efficient 
clerical and secretarial assistants will recognize his own 
particular “right-hand” in the prose portrait of the non- 
executive woman office worker: 

“You make a ‘phone cali and it’s her voice that answers. 

“You dictate a letter, and it’s she who writes it down. 

“You need a speech that somebody made two or three 
years ago... or was it four? . OF Was it a magazine 
article? You can’t recall, but she can, and has it on your 
desk in twenty minutes 

“Who is this girl who turns up wherever business is 
done, remembering what you forget, doing what you 
haven't time to do... ? 

“The personnel cards say she’s Miss Jones, secretary; 
Mrs. Brown, receptionist; Miss Perry, file clerk; Miss Hoyt. 
accounting machine operator. They tell you she’s 21 or 
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Tribute to a forgotten woman 


s Ls 


43, that she’s worked here and there, that she went to this 
or that school. 

“Maybe the cards should tell you more. 

“Perhaps they should mention that Miss Jones has an 
invalid mother, and never lets her problem show in the 
face you see from nine to five. 

“Perhaps they should say that Mrs. Brown is supporting 
a son in college, that Miss Perry practices shorthand during 
her lunch hours, that Miss Hoyt is studying business ad- 
ministration at night. 

“And where is the card that tells you that work in 
America is a happier thing because Miss Jones is there, 
and Mrs. Brown, and Miss Perry, and Miss Hoyt, bringing 
some softening touch into the places where jobs are done? 

“Take a letter, Miss Jones. “To whom it may concern: 
Thanks for your help. Thanks for spelling better than I 
do, and for knowing what I don’t. Thanks for remember- 
ing when a collective noun takes a singular verb, and for 
wearing a flower on rainy mornings, and for being cheer- 
ful when I’m not, and for knowing how to work hard and 
still be human. Thanks for being everywhere that a bright 
mind, a willing hand, and a pleasant way are needed.’ 

“Mail it to yourself, Miss Jones. Sign it, “Very sincerely 
yours.” 
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High school seniors on guided tours meet Chase officers and employees 


Chase gets them young— 


by Robert M. Smith 


®ON MARCH 2 this year, a group of 150 seniors from 
various high schools throughout the New York metropoli- 
tan area converged on the Chase National Bank in the late 
afternoon, and reported to the Personnel Department. Their 
names were placed on the payroll, and they became Chase 
Bank employees—employees for only two hours a day two 
days a week, but nevertheless staff members already build- 
ing a career in banking for themselves. 

The fourth of Chase’s high school student programs had 
begun. 

The high school seniors were a picked group, a selection 
of approximately one-third of the students interviewed in 
the preceding months for part-time jobs with the bank be- 
fore graduation. If statistics from the previous high school 


Three seniors learn the intricacies 
of “collection items” 


student programs held true, between 75 and 85 percent of 
them would become permanent employees of the bank, after 
their graduation from school this month. 

Chase’s selective recruitment scheme for high school sen- 
iors is the most recent development in an overall program 
of interesting high school seniors in a career with the bank, 
a program that goes back nearly fifteen years. But it is an 
especially interesting plan today in the face of the personnel 
shortages that plague so many offices. Chase—by offering 
jobs to students before they leave high school and are thrown 
on the job market—manages to recruit promising employees 
early, and has twelve weeks in which to convince them that 
the Chase Bank is a good place to work. The percentage 
who become permanent employees following graduation is 
proof of the effectiveness of the system. 

Now a little over a year old, the high school student pro- 
gram developed further a long and successful Chase pattern 
of cooperation with high schools in employee recruitment. 
The Chase Bank was one of the first major business organ- 
izations to go directly into the high schools before World 
War II in an effort to interest promising seniors in a Chase 
career, Emphasis then was on selection of promising male 
students. The war years and the growing shortage of office 
personnel turned the bank’s personnel specialists toward re- 
cruitment of girls as well, and now by far the larger part of 
the students employed are girls. 

The Chase high school program has always been an in- 
tensive one, which combines good public relations with re- 
cruitment. The bank sends speakers out to address high 
school groups, and the speakers do not necessarily confine 
their talks to speeches extolling the virtues of the bank, and 
how happy all those present would be working there. Some- 
times, they make no recruitment appeal at all, and talk on 
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... actual lire work under direction of seasoned bank personnel 


such varied subjects as how to be successful in a business 
career, how to behave in a job interview, how to go about 
selecting the right job. The bank is not mentioned in such 
speeches except in the remarks introducing the speaker. But 
the audience identifies a person giving helpful and disinter- 
ested advice with the Chase Bank, and a feeling of good 
will and interest in the bank is. created, 

At other times the speakers will talk directly to the audi- 
ence on the kinds of jobs that are open at Chase, the bene- 


fits of working there, and the high school training program 
which Chase has opened, which makes it possible for a 
student to learn before leaving school whether banking—in 
any of its phases—is the type of work that interests him. 
The bank has two films for use before high school groups, 
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“A Future to Bank On,” and “Finding the Right Job.” 
Individual interviews with students at the schools are 
carried on also, and there is a close and cooperative rela- 
tionship with high school guidance counselors, and prin- 
cipals. Chase speakers have even appeared before Par- 
ent-Teachers Associations as part of the recruitment plus 
public relations program. 

The most spectacular result of this constant recruitment 
activity is the High School Student Program. Twice a year 
(New York City high schools graduate two classes a year: 
one in January and one in June) the bank begins intensive 
interviews with high school students interested in working 
two afternoons a week for the twelve weeks immediately 
preceding their graduation. (To next page) 
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Between 75 and 85 per cent... 


Special appeals are directed to full-time Chase employees 
(who year-in, year-out are responsible for introducing 35 
percent of all new Chase employees to the bank) to recom- 
mend the part-time program to any high school seniors 
whom they know who seem to be promising material. The 
appeal to employees is carried through display cards on bul- 
letin boards, and office memos. 

And throughout, the regular steady personnel department 
work of direct contact with students in the schools is con- 
tinued, 

As the students pour in to the main bank for interviews, 
held every week day, and on four successive Saturdays 
through the active recruitment period, groups which notify 
Chase in advance are taken through the bank, where the 
proceedings of each department are explained, and the types 
ot work open in that department. Senior officer to newest 
clerk, every employee cooperates in making the touring stu- 
dents feel at home and welcome, and in going out of his 
way to answer any questions the students may have. 

This completed, the students who feel they would like 
to try working for the bank are interviewed. Approximate- 
ly three of every ten applying are selected for the part-time 
program. 

A reporting date is then given to the group selected— 
sometime in October for January graduates, a date in March 
for June graduates. Final papers are completed when the 


A2 


students report, and they are then taken to the various de- 
partments to which they have been assigned. Other banks 
have programs in which either procedures are taught, or the 
students are given actual work, but at Chase, the neophytes 
have both: /ive work in the departments to which they have 
been assigned, and lectures and theory as well. 

The students work from four to six, two afternoons each 
week, The actual work experience is supplemented by staff 
lectures on various phases of banking and business proced- 
ures, given by bank officers and employees. 

Individual student assignments within departments are 
made on the basis of the students’ ability and previous train- 
ing. Those already qualified in stenography and typing are 
assigned to stenographic jobs, and if their speed and ac- 
curacy is not up to Chase standards, they may attend train- 
ing classes at the bank. Potential bookkeepers are similarly 
given bookkeeping training in classes at the bank. 

Until this year, the Chase personnel department made no 
use of tests in assigning students, except for typing and 
stenographic tests. Last month, however, aptitude tests adap- 
ted from tests developed by the American Bankers Asso- 
ciation were introduced for the first time to facilitate final 
assignment of beginners. 

After the students graduate from school, and become full- 
time Chase employees, many of them entering specialized 
work are sent to training schools maintained by the bank. 

But the bank’s training for new employees does not end 
there. For some time now, a program has been in use 
within the trust department through which all employees 
are instructed in the overall functions of the department. 
They are then given even more intensive instruction in the 
general role and responsibilities of their particular division 
within the department. It has proved so successful ‘in its 
dual purpose of increasing the employee's sense of participa- 
tion in his job by showing him how it fits into the total 
banking picture, and also increasing efficiency within the 
(To page 60) 
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Tools of the Office 


Bookkeeping Machines 
Payroll Machines and Systems 


Intercommunication Equipment 


R. C. ALLEN BUSINESS MA- 
CHINES, INC. is featuring its model 
1302 bookkeeping machine. 

Special Features. This model has a 
fully visible keyboard of nine bank 
capacity. In addition, the machine has 
visible dials and visible pick-up of old 
balance; as a result, operating errors 
are said ta be reduced and _ posting 
operations are speeded up. 

The carriage has a front feed which, 
the company states, provides the fast- 
est known method of inserting, align- 
ing, and posting. Interchangeable con- 
trol bars permit adapting the machine 
to a variety of forms. 

The machine has automatic carriage 
controlled non-add, automatic carriage 
controlled subtraction, and automatic 
carriage controlled non-print add or 
subtract features. 

The keyboard provides keys for all 
dates, including month, day, and year, 
and has additional descriptive charac- 
ters. 

This machine posts statement, ledger 
and proof journal sheet simultaneously. 
It is not much larger than a typewriter, 
is portable, and can be operated easily. 

Price. List price for Model 1302 is 
$595, plus applicable taxes. 

Delivery. Approximately 30 days. 


BURROUGHS ADDING MaA- 
CHINE CO. submits the following in- 
formation on its Sensimatic Series 300 
Accounting Machine: 

Special Features, This series has an 
eleven-total capacity and operates on 
the Sensimatic principle, involving a 
mechanical brain or control panel 
which directs the machine through 
many automatic operations. Each 
“brain” will handle four different ap- 
plications, which may be selected by 
the turn of a job-selector knob. 

The manufacturer states that the ma- ed =a 
chine is simple to operate and can 


Underwood Elliott Fisher Universal Accounting Machine 
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casily handle such operations as ac- 
ceunts receivable, accounts payable, 
payroll, quarterly and yearly govern- 
mental reports, general and miscella- 
neous ledgers, budgetary accounting, 
sales audit, age analysis, etc. Results 
are instantaneous. 

Dimensions of the Sensimatic are 
approximately 15 inches in width, 20 
inches in depth, and 14 inches in 
height. The carriage width is 30 inches. 

Price. Standard models of this series 
cost $3,500, plus applicable taxes and 
auy extra features which may be de- 
sired. 


Delivery. Within several months. 


INTERNATIONAL BUSINESS MA- 
CHINES CORP. has introduced a 
typewriter tape punch for the purpose 
o' simplifying the transfer of typed 
information to the punched cards used 
ig its machine accounting systems. 
These cards can now be produced as 
the result of a single typing operation. 

As the company describes the pro- 
cess, “this is done by producing simul- 
taneously with the typed document a 
perforated tape which is automatically 
converted to punched cards by the new 
IBM Tape-to-Card Punch. Since the 
punched cards are largely an auto- 
matic by-product of the regular typing 
operation, key punching and card veri- 
fying are eliminated. 

“Selection of alphabetical and nu- 
merical data to be punched is con- 
trolled by means of six program keys 
on the electric typewriter keyboard, 
permitting the preparation of as many 
as six different types of punched cards 
from a single typing operation. 

“Automatic selection is possible 
through an optional switch control, 
eliminating repetitive manual selection 
ef the program by the typist. Each 
different typing job is set up on a pro- 
gram bar which can be easily replaced 
when changing to a new job. 

“The electric typewriter unit also 
can be used independently on the tape- 
punching mechanism for typing jobs 
which permit the use of single-case 
type.” 

Prices. These machines are avail- 
able from IBM on a rental basis. 


MONROE CALCULATING MaA- 
CHINE CO’s Side-by-Side Model 214- 
685-191 Ledger and Statement Posting 
Machine is one of the newest of that 
company’s wide range of accounting 
and bookkeeping machine models. 


Special Features. Monroe machines 
are designed for simplicity of operation. 
Work is performed directly by depress- 
ing either of two bars: the plus bar for 
posting debits and credits, and the mi- 
nus bar for picking up credit balances 
aud making corrections. 

On the new Model 214-685-191, for 
example, the operator, after registering 
the old balance, sets the reference num- 
ber and amount on the keyboard. 
When the motor bar is depressed these 
figures, together with the date, are 
printed automatically on both statement 
and ledger. 

For proof the operator picks up the 
old balance again, which is printed on 
the proof tape. Thus accuracy of each 
line of posting is checked before starting 
the next. 

Dimensions of the machine are 14 by 
14 by 12 inches. The carriage is 24 
inches wide. 

Price. Under $1,700, varying with 
special features which may be added 
to the base model. 

Delivery. Immediate, or when special 
features are added, from 30 to 60 days. 


REMINGTON RAND INC. offers a 
new “Low-Cost Bookkeeping Ma- 
chine.” The company describes it as 
“not merely a posting machine but a 
complete bookkeeping machine which 
matches those in the $4-5000 bracket.” 

Special Features. This is an “alpha- 
betically descriptive” machine. The 
striking aspect of its appearance is due 
to its keyboard, which closely resembles 
that of a standard typewriter, except 
that the ten number keys are located 
in the bottom row. Use of the full 
alphabet permits the operator to de- 
scribe any item as completely as neces- 
sary. 

According to Remington Rand, “the 
Low-Cost stands in direct contrast to 
the posting machine, whose code keys 
give only limited description and must 
be put to complicated use for cash or 
unusual transactions. It is actually 
faster to write a full description by the 
touch method, using standard termi- 
nology, than to select the correct code 
from a bank of special keys.” 

Balances and columnar accumula- 
tions are computed automatically and 
multiple column totals are available as 
desired, up to carriage width. The 
machine produces records with full 
description and mechanical proof for 
every entry, instantly-computed —ac- 
count balances, and automatically ac- 
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cumulated control figures. 


The company states that the entire 
range of bookkeeping applications can 
be turned out on this machine. Includ- 
ed among the operations which it is 
capable of handling are accounts re- 
ceivable, accounts payable, general 
ledger sales analysis, cost distribution, 
and invoices. 

The new machine is slightly larger 
than a typewriter and can be placed 
on a stand or in the well of a typewriter 


desk. 


Price. Remington Rand quotes a 
base price of $1,050 for this machine. 


Delivery. Immediate. 


UNDERWOOD CORP. is the maker 
ol the Underwood Elliott Fisher Uni- 
versal accounting machine, shown on 
page 43. This machine is in: -nded for 
use in accounting applications which 
require descriptive writing in addition 
to other bookkeeping operations. 

Special Features. The exclusive fea- 
ture of this machine is its flat writing 
surface, which makes it possible to 
prepare related accounting recerds in 
a single operation, The company illus- 
trates the application of this feature by 
observing that when posting accounts 
receivable, for example, it is possible, 
because of the flat writing surface, to 
write the customer's invoice, post the 
statement and ledger, and sales journal 
and salesman’s commission statement 
at one time. 

As a by-product of this same opera- 
tion, the machine automatically accu- 
mulates total charges, total credits, and 
the various classification totals of the 
different items. 

Additional register units for control 
purposes can be added at any time and 
the design of the forms can always be 
arranged to meet varying conditions. 
The machine has a standard typewriter 
keyboard, fully electrified. 

Underwood also manufactures an 
“all-purpose” automatic accounting ma- 
chine known as the Underwood Sund- 
strand Model E, in addition to other 
similar equipment of varying sizes and 
capacities. 

Prices. The prices vary with the 
extra registers and special features that 
may be ordered for the machines. The 
base price of the Universal accounting 
machine is $1,900, and of the Model E, 
$1,400. 

Delivery. “Normal”—varying from 
immediate to 60 days, depending on 
special features. 
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Monroe’s Side-by-Side Model 214-685-191 


Payroll Machines 
and Systems 


ADDRESSOGRAPH - MULTI- 
GRAPH CORP. manufactures a series 
of reproducing punches which combine 
i: one machine the functions of repro- 
duce punching, gang punching, and 
interpreting or printing information on 
the face of IBM or Remington Rand 
tabulating cards. 

This series of machines, identified 
as the 9300 series, includes models 
which handle from one to three IBM 
cards or a single Remington Rand 
card. Model 9312, which is equipped 
t~ process two or three IBM cards, is 


illustrated in the photograph on page 
47. 


Le Febure Vertical Sorter 
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Special Features. Series 9300 ma- 
chines make use of punched Addresso- 
graph plates. From these plates, accord- 
ing to the company, “27 columns of 
numeric or limited alphabetic data are 
reproduce-punched into tabulating 
cards for information varying with each 
item, fixed information is gang punched 
simultaneously, and a complete descrip- 
tion is imprinted on the face of the 
card in the same operation. 

“Up to nine lines are imprinted on 
one machine cycle, for complete de- 
scription of employee information, op- 
eration sequencing, material specifica- 
tions, or name and address in various 
procedures. 

“New features added recently include 
the ability to punch and imprint three 
IBM cards, fed simultaneously, consecu- 
tive item number punching and im- 
printing, and partial sorting as a by- 
product of punching and imprinting.” 

The manufacturer states further that 


National Cash Register’s “142” 


Burrough’s 


Remington Rand’s “Low-Cost” Model 


“among other uses in payroll, the Class 
9300 may be used to imprint labor dis- 
tribution cards with employee name, 
clock number, department, job classi- 
fication, rate, shift, and simultaneously 
punch corresponding codes; or the la- 
bor distribution card may be punched 
with part number, operation number, 


Porta-Matic Posting Tray 
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department number, standard cost fig 
ures, or piece-work rates, with multiple 
line arrangement of corresponding in- 
formation being written on the card, 
including complete operation descrip- 
tion.” 

The machine can handle from 6,000 
to 12,000 cards per hour, depending 
or the model. 

Dimensions. 106 by 55 inches. 

Price. The cost of the machine varies 
widely because of the many special 
features and attachments available. 

Delivery. Current 
months. 


schedule is ten 


CONSOLIDATED BUSINESS SYS- 
TEMS prints Redifixt W-2 withholding 
statement forms in one-time carbon 
interleaved state form combinations, 
making it possible to prepare with- 
holding information in a single opera- 
tion, 

Forms are available to handle all 
state and city information returns. In 
one typing, this information is entered 
not only on the original W-2 forms, 
but on the state or city information 
returns and appropriate duplicates as 
well. 

Special Features. The company states 
that this set of forms is officially ap- 
proved by the U. S. Treasury Depart- 
ment, state and local governments. The 
layout of the forms has been improved 
in the new printing, and the forms 
are said to be easier to separate because 
of their improved perforations. 

Prices. Consolidated states that the 
prices have been reduced since 1952 
and will be supplied on request. 

Delivery. All forms are in stock. 
Imprinting of the customer's name, ad- 
dress, etc., requires about one week. 


CHARLES R. HADLEY CO's “Write 
it Once” method for payroll is designed 
to keep payroll records current and to 
save from 50 to 75 percent of clerical 
time. 

Special Features. According to the 
company, the “Write it Once” system 
“requires only one writing to create 
all three payroll records—check, com- 
pensation record and journal.” It is 
used for payrolls of ten to a thousand 
or more employees. 

Because the method can be learned 
easily, personnel problems caused by 
sick leaves or vacation periods are said 
tc be eliminated. In addition to the 
standard forms which are available 


from stock, special forms can be made 
to order. 


LE FEBURE CORP. manufactures a 
series of vertical sorters similar to that 
illustrated on page 45. These sorters 
are available in standard 44-inch and 
6¥,-inch widths, and in lengths of 12, 
16, 20 and 24 inches. 

The capacities vary with the thick- 
ness of the sheets sorted, but on the 
average, the capacities range from 650 
sheets and 45 guides in a 12-inch sorter 
to 1,500 sheets and 100 guides in a 24- 
inch sorter. Models are available for 
sorting correspondence, checks, cou- 
pons, etc. 

The frames are of steel. Stands with 
various attachments are also obtainable. 

Special Features. The vertical guide 
arrangement is claimed to save space 
and permit faster sorting. The sliding 
guide arrangement allows for adjust- 
ing capacity. The sorters may be in- 
dexed alphabetically, numerically, geo- 
graphically, or to individual specifica- 
tions. 

Prices. $32.35 to $45.00 for stock 
models. Special sizes are also available, 
for which the manufacturer will quote 
prices. 

Delivery. For stock sorters, imme- 
diately; for special sorters, shipment 
within 10 days. 


THE NATIONAL CASH _ REGIS- 
TER CO. has introduced a new payroll 
and distribution accounting machine 
called the “142” or Model 22415( 142). 

Special Features. This machine has 
an automatic tax computer, which auto- 
matically indicates withholding tax, 
social security, local taxes, or other vari- 
able deductions based on a percentage 
of gross earnings. It also has an auto- 
matic card box which holds and feeds 
payroll writing data in card form; this 
feeds automatically when a check is 
completed. 

The manufacturer states that this 
machine process complete payroll rec- 
ords at a rate of 100 to 150 employees 
an hour. As many as 28 totals for 
payroll writing and 50 totals for labor 
distribution are available on this equip- 
ment. 

Another special device is an auto- 
matic control which prevents overde- 
duction of Federal income taxes when 
an employee’s earnings for the year 
reach $3,600. 

Pay check or pay envelope, pay state- 
ment, employee's earnings record, pay- 
roll journal, and check register are all 
created in a single operation. The de- 
pression of a single key causes instant, 
simultaneous printing on all five rec- 
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ords, all of which appear in original 
print; no carbon is used. 

Price. Variable according to the num- 
ber of features ordered. 

Delivery. Current on some models 
and 10 to 12 months on others. The 
type and number of features ordered 
aiso affects the time required for de- 
livery. 


PAYROLL TAX SERVICE produces 
a device known as the Payrollmaster, 
which is intended to eliminate all post- 
ing and posting errors from payroll 
preparation. It is a sloping aluminum 
board approximately 19 inches square. 
Since Payrollmaster is used for hand- 
written records, its top slopes at an 
angle designed for comfortable writing. 

Special Features. The manufacturer 
states that “by means of automatic me- 
chanical features the various payroll 
ferms are set in alignment so that by 
writing one line of figures all entries 
are completed on the payroll sheet, 
individual employee's ledger sheet, the 
pay statement to the employee, and the 
payroll check (or if payment is in cash, 
the receipt to be signed by the employee 
and the payroll envelope).” 

A lever is used to move the payroll 
sheet one line at a time. As a result, 
all writing is done in one position in 
the center of the writing surface. 

Price. $75. 

Delivery. Forms are 
also available for immediate delivery. 


Immediate. 


POSTING EQUIPMENT CORP. is 
the maker of Porta-Matic Posting 
Trays, illustrated on page 45. The 
Porta-Matic tray is used for posting 
payroll sheets. 

Special Features. This tray is light- 
weight and portable. It is manutac- 
tured in 12-inch lengths to meet the 
requirements of the smaller hand- 
written payroll systems and in lengths 
of 1484 inches, 18 inches and 2334 
inches for use with the larger machine- 
posted payroll systems. The trays will 
accommodate sheet sizes ranging from 
6% inches in width and 10 inches in 
height to 17 inches in width and 12 
inches in height. 

Stands with adjustable mounts to 
handle one or two trays are available 
for trays of all sizes. Hoods with locks 
are also obtainable for all 
trays. 

Prices. From $24 to $44, depending 
on the size and length of the tray. 
Stand prices range from $24 up. 

Delivery. Immediate. 
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Todd Form-Master 


SHAW-WALKER CO. offers the 
Kopi-Spot system of payroll account- 
ing. Kopi-Spot makes use of posting 
boards of steel and plastic, which are 
available in two sizes and styles. The 
system is usable with either check or 
cash pay. 

Special Features. The manufacturer 
says of Kopi-Spot that it is “a simpli- 
fied payroll system that enables the 
cperator to post the wage statement to 
employee, permanent earnings record, 
payroll summary and check register in 
one writing. ... 

“Streamlined design of earnings 
ledger eliminates all other payroll rec- 
ords for each employee, such as history 
and rate card, union dues account, 
savings bond account, etc. Design of 
wage statement gives employee ac- 


4 


| 
Lid 


eS eee eee eee 


+ 


Underwood Sundstrand Model D Charles R. Hadley’s ““Write It Once” 
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cumulated total of bond payments each 
payday.” 

In addition to Kopi-Spot, Shaw- 
Walker has recently developed a new 
system for the handling of small pay- 
rolls. 

“Designed to fill the need of the 
little fellow,” says the company, “this 
payroll book is an integrated unit com- 
plete in every detail for the operation 
ot payrolls for up to twenty em- 
ployees.” 

Prices. For Kopi-Spot, variable with 
equipment and forms required; for the 
new small payroll system, about $50, 
including a year’s supply of materials. 

Delivery. Immediate for both equip- 
ment and forms. 


C. E. SHEPPARD CO. markets the 
Cesco Multi-Rite Master Accounts Pay- 
able System, which may be used to 
handle payrolls as well as accounts re- 
ceivable. 

The system consists essentially of an 
all-purpose accounting board on which 
appropriate forms may be mounted 
for ease in making entries. Records 
are completed in a single writing. The 
board measures 14 by 20 inches and is 
designed for use with Cesco’s flexible 
stock forms. 

Special Features. Since this is a 
“one-writing” system, transcribing er- 
rors are eliminated and posting and 
proving time greatly reduced. Proof 
of journal proves all records. 

The Multi-Rite Master Accounting 
Board is light in weight and has no 
movable parts; nothing can go out of 
order. Up to 32 transactions may be 
posted with one alignment. 

Price. For the accounting board, $15; 
prices of the forms may be obtained 
from the company. 

Delivery. Immediate. 


TODD CO.’s Form-Master, model 67 
is a board 16 inches wide and 14% 
inches deep, designed for the “one- 
write” posting of payrolls, accounts 
payable, and accounts receivable. The 
company states that on the average, 
from 35 to 45 payroll checks may be 
prepared per hour, depending on the 
number of earnings and deduction 
items involved. 

Special Features. Todd Co. claims 
the following special features for the 
Form-Master: 

(1) It creates three records at one 
writing—employee’s check stub, earn- 
ing record, and payroll journal. 

(2) Fatigue and inconvenience are 
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reduced because the operator writes in 
a fixed posting position at all times. 
This is possible because the payroll 
summary or journal sheet is moved 
into the proper position by pressing a 
control bar. 

(3) All previously posted lines are 
visible at all times. 

(4) The pay check itself is completed 
right on the board, and since the car- 
bon paper is completely shielded, car- 
bon smudge is eliminated. 

(5) The top of the earnings record 
is completely visible while posting, 
which allows use of a tax band for 
computing withholding and FICA 
taxes. 

(6) Proper registration is assured by 
a rapid, positive alignment of all forms. 

Price. $22.50. Payroll checks and 
related forms prices are dependent on 
the customer’s requirements. 

Delivery. Immediate. 


UNDERWOOD CORP. includes 
among its various machines the Un- 
derwood Sundstrand Model D compo- 
site payroll accounting machine. 

Special Features. According to the 
manufacturer, Model D can be applied 
to the unit or dual plan of preparing 
peyroll records. In a typical unit plan, 
it will prepare the pay check, pay 
statement, earnings record, and pay- 
roll journal in one operation while au- 
tomatically accumulating the required 
control totals. 

In the dual payroll plan, the em- 
ployees’ earnings and tax records are 
posted after the pay checks, pay state- 
ments and payroll journal have been 
prepared. 

On the last pay period of the quarter, 
Federal Tax Return Form 941 may be 
prepared with the earnings and tax 
records. 

This machine automatically elim- 
inates all earnings in excess of $3,600 
and $3,000 from the computation of 
the quarterly total of the respective 
Federal and State taxable earnings. It 
also indicates automatically the 
amount to go before reaching those tax 
limits. 

Price. The base price of the Model 
D is $2,400, varying with the number 
and type of special features ordered. 

Delivery. From immediate to within 
60 days, depending on the require- 
ments for special features. 


VISIRECORD, INC. manufactures the 
Visirecord visible vertical record keep- 
ing system. Visirecord units are de- 
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signed to house from 500 to 50,000 
records within easy reach of a seated 
operator, 

The company supplies both equip- 
ment and forms, and, in addition, de- 
signs and installs systems to meet in- 
dividual specifications. 

Special Features. According to the 
manufacturer, any record in the file 
can be located and removed within 
three or four seconds, because every 
record is visible. 

A feature added in March is a set 
of new dividers which permits visibili- 
ty from front and rear of the unit at 
the same time, enabling two people to 
use the equipment simultaneously. 

Price. The units range in cost from 
approximately $25 to $600. 

Delivery. Equipment deliveries are 
made on a 30-day basis. 


Intercommunication 
Equipment 


BELL SOUND SYSTEMS, INC. is 
the manufacturer of Belfone inter-com- 
munication equipment. Belfone master 
units may be used with each other or 
combined with sub units in a variety of 
installations. The model 420 master 
unit is pictured opposite. 

Special Features. A master unit 
may be used to call any of five stations, 
or all at once. Cntrols are provided to 
regulate both incoming and outgoing 
volume. 

A wide selection of sub-stations can 
be handled. Starting with a simple 
master-to-sub arrangement, the system 
can be expanded by the addition of 
other units as required. 

Prices. For model 420 master unit, 
the list price is $56.95. For model 427 
sub-station units, the list price is 


$11.50. 


DAVID BOGEN CO. offers the Bogen 
Twin, a two-station wireless inter-com- 
munications system. Additional _ sta- 
tions may be added to the system at 
any time, in which event all conversa- 
tions are heard simultaneously by all 
stations. 

Special Features. The Bogen Twin 
requires no wiring; the stations are 
plugged into the regular power line. 
The system makes use, by the flick of 
a switch, of transmission via one side 
of the power line and ground, or by 
use of both sides of the power line. 
The switch permits selection of the 
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Executone Model 111 1ADH 


Bell’s Belfone Master Unit 


more suitable method according to cir- 
cumstances. 

It is also possible to lock the “Talk- 
Listen” switch of either station in the 
transmitting position. This feature is 
useful for taking extended dictation or 
copying the minutes of a meeting with- 
out the actual presence of a stenogra- 
pher, or for any industrial or institu- 
tional application in which aural super- 
vision is necessary. 

Price. $95 list for the two-station 
set. $50 list for each additional station. 

Delivery. Immediate. 

EDWARDS CO. includes among its 
Lokator paging system models the 20- 
call Lokator Selector shown on this 
page. This paging system is used to 
locate individuals in offices, stores, and 
factories. In addition to the model il- 
lustrated, 40-call and 60-call versions 
are available. 

Special Features. The Lokator Selec- 
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Smith Model CS-20 Call/ sender 


tor has a panel on which may be en- 
tered the names of 20 individuals. As- 
sociated with each name is its own 
code, which may be signaled by the 
flashing of a light or the sounding of 
a bell, chime, or horn, depending on 


Kellogg Executive Station 


Telautograph Transceiver 


the installation. 

To initiate a signal it is only neces- 
sary to slide the selector lever to a po- 
sition opposite the desired name and 
apply a slight pressure. The code ts 
automatically repeated until the lever 
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is returned to its normal position. An 
indicator arrow flashes as the code is 
sounded. 

Edwards Co. states that the tone 
quality of signals has been improved 
curing the past year “to better adapt 
them to the various noise levels of 
offices, factories, etc.” 

The manufacturer points out that 
the Lokator has no intricate springs, 
cams, gears, etc. to get out of order. 
In addition, it may be operated entirely 
on low voltage, and if 24-volt signals 
are used, simplified wiring can be 
achieved. The Lokator is 5% inches 
in height, 8% inches in width, and 
5% inches in depth. 

Price. Varies, depending on the size 
of the system and the number of sig- 
nals. 

Delivery. Immediate. 


EXECUTONE’s Model 1111DAH_ is 
shown on page 49. This model is 7% 
iaches high, 8% inches wide, and 11% 
inches long. 

Special Features. This model has a 
“Hold-Annunciator” feature in both 
master and staff stations; by means of 
this arrangement all calls are registered 
and “held” at the master until each 
call is answered. The user can thus 
proceed with his work instead of wait- 
ing for call-acceptance. 

A handset is provided with the mas- 
ter for use when complete privacy of 
conversation is desired. This automat- 
ically cuts out the incoming amplified 
voice at the master. 

Incoming calls at the master are sig- 
naled by a soft chime and signal light. 
Reply to incoming calls may be made 
from across the room. 

In addition, an automatic busy signal 
indicates when a station is engaged in 
conversation and an automatic lock- 


out prevents interruption by other 
calls. 


New this 
heavy-duty 


year is the industrial 
pile-up selector switch, 
which is designed to stand up under 
heavy usage and constant around-the- 
clock operation. 

Price. Varies with number and type 
of units in each installation. 

Delivery. Immediate. 


INTERNATIONAL BUSINESS 
MACHINES CORP. is producing an 
electronic paging system which pro- 
vides a method of internal commu- 
nication without the need of special 
wiring using coded audible or visible 
signals. 


Special Features. With this system, 
individuals customarily paged are as- 
signed code numbers, such as | or 2, 
or combinations of numbers, such as 
1-2 or 2-1, etc., the assigned code indi- 
cating the cadence in which the signal 
will operate. 

When a code-selecting plug is in- 
serted in the system’s central code se- 
lector, high-frequency signaling pulses 
are superimposed on regular AC light 
and power wiring to sound signals 
throughout the building in accordance 
with the code selected. 

Following the individual’s paging 
code, signals may be sounded to indi- 
cate, by prearranged code, the reasons 
for paging, such as “telephone call,” 
“visitor or customer waiting,” etc. 

In addition, “floating” personnel, 
such as supervisors, maintenance engi- 
neers, etc., can be paged by the use of 
portable paging units which can be 
plugged into AC power outlets at any 
location in the building to receive indi- 
vidual signal codes. 

A further application of the system 
is to provide a means of paging watch- 
men. A pushbutton mounted at the 
main entrance will sound all signals 
throughout the building, or the signal 
can be received on the 
portable paging unit. 

The system can also be used to in- 
dicate work and rest periods and to 
sound emergency alarms. 

The central code selector is available 
in 10, 20, 30, and 45 code capacities. 
Selectors with 60 or 90 code capaci- 
ties may be obtained by special ar- 
rangement. 


watchman’s 


KELLOGG SWITCHBOARD AND 
SUPPLY CO. announces the addition 
of a new “Executive Station” to its 
Select-O-Phone systems equipment. 
The new units, illustrated on a previous 
page, are designed to be placed on 
executives’ desks. 

The executive station is used in con- 
nection with standard Select-O-Phone 
installations. In these systems, internal 
communication is achieved through 
telephones connected directly to each 
other; a switchboard is not used. Thus, 
inside telephone traffic is carried in- 
dependently of the city telephone 
switchboards, laving those boards 
freer to handle the normal load of in- 
coming and outgoing calls. 

Special Features. The executive sta- 
tion unit has provisions for reaching 
20 other stations. The call buttons are 
designed to accommodate the names 
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of the men called, instead of using a 
numerical code. With a complete 
Select-O-Phone installation it is pos- 
sible to talk with as many as 55 other 
stations. 

There are no buttons to hold, and 
the user may talk and listen from any 
part of his office. Conferences may be 
held without the participants’ leaving 
their desks. Yet when required, the 
system allows complete privacy. 

In addition, the Select-O-Phone sys- 
tem features automatic dialing and 
ringing, requiring no switchboard or 
operator. 

Price. Varies with size and type of 
installation. 

Delivery. 30 to 60 days. 


RCA VICTOR DIVISION of the Ra- 
dio Corporation of America continues 
it; various lines of “Modernphone” 
intercommunicating equipment. 

The Modernphone Intercom System 
makes use of private handset tele- 
phones with push buttons. The but- 
tons are marked with the names of the 
persons having stations in the system. 
At the press of a button, a simple buz- 
zer signal is sounded at the designated 
station, and the call is answered by 
picking up the handset. 

Since the system features selective 
ringing and selective speaking, there 
can be as many separate conversations 
a* the same time as there are pairs of 
instruments. In addition, three-person 
conferences can be arranged. 

Models of this series are available 
with 5, 10, 15 or 30 buttons. On cer- 
tain models, which are equipped with 
a rotary switch, it is possible to con- 
nect with as many as 50 lines. 

The Modernphone Telesound Dual 
Intercom system is similar, except that 
this system may be used with loud- 
speakers as well as with handsets. 

A third system, consisting of an ex- 
ecutive loudspeaking master station 
with fully, equipped communicating 
staff stations, features a desk-top style 
cabinet at the This 
cabinet, with its transmitter and receiv- 
er, permits conversation without using 
either a handset or _ press-to-talk 
button, 


master station. 


When the executive master station 
is called, the name of the caller is 
shown by a light on the panel. A pri- 
vate handset or earphone may be used 
with the master station. The station 
may also be used for conferences. 

The staff stations are equipped with 
private handset push button telephones 


June, 1953 


a R : ee i ’ me: jah Pe ce oe RS A 7: Sa oe 
2 _ al cx 4 i. aa i z. = ¢ se 
ba ; ¥* P 
p 
." 
oy 
h 
: 
ie 
- 
| e 
re . 
; he 
coe 
oo 
13 $8. 
it 
re 
ne 
cota 
rf: 
ig 
ape 
ie 
Mon 4 
aes 
gy q 
% 
| 
cere 
Aw 
% 
i 
gaan 
pe 
“ 
‘ F 
. 2 
ty 
If 
eae a 
NS . 
Wes 
- 
Ls 
pag 
Pay 
ay a 
vi Tee. e 
ioe - 
oat 
es 
> ; 
ae 
niet y 
oy 
me! 
naga 
ki Lae 
‘ ae 
ae 
a: 
Pipes 
ye, 
et 
edge ity 
et 5 
x <a 
= te We 
ar 
aaah 
et = 
ae 
: Pa 
< ae 
5 ee as 
ws: 30 
se 
a ae ae 7 fe > a Pe es re Bn 2 ES ea ms 
7 a = a a : ie Se a ee. Ce Fi sit 
; aR Sa : 7 ek ae er (Es oe ti” Pema 
es, i. a ; kr “Sal ca a Te Ri ae bee is |e Bs can 
ig ae a a > a a ee ee oe! 
ee re eae Wie aD ee ., A >” Sey v : fe. a i — sz 


containing a light which shows when- 
ever the executive master station calls. 

Master stations are available in 10, 
15, 20, and 30-line models; staff station 
capacity ranges from 5 to 30 lines. 

The Modern Minor is a smaller sys- 
tem. It uses a small desk-type tele- 
phone, which may be connected with 
from two to six stations. Code ringing 
o, individual ringing may be used as 
desired. 


MARK SIMPSON MFG. CO.’S Presi- 
dent series includes two master station 
models and three remote _ station 
models. Model AC-12 is a 12-station 
master, and model AC-24 is a 24- 
station master. The latter is pictured 
to the right. 

Of the remote stations, model ACS-6 
has a 6-position selector switch to per- 
mit origination of calls up to six mas- 
ters, model ACS has a_press-to-talk 
switch only, and model ACL has no 
switch. All models permit two-way 
communication. 

Special Features, Models of the Presi- 
dent series are completely powered by 
AC. They may be used for low power 
peging and intercommunication. Vari- 
cus combinations of master and remote 
stations are possible. 

For example, as many as 24 remote 
stations may be used with a single 
master; or up to 25 masters may be 
used in one combination. It is also pos- 
sible to mix the master and remote 
stations in a variety of arrangements. 

Accessories available include a tele- 
phone-type handset to provide maxi- 
mum privacy in master-to-master com- 
munication, low power and high power 
paging horns, booster amplifiers, etc. 

Prices. For the AC-12 master, $140, 
and for the AC-24 master, $174, list. 

Delivery. Immediate. 


WM. M. SMITH CO. submits the fol- 
lowing information with respect to its 
model CS-20 Call/sender system: 

Special Features. Model CS-20 is one 
of three similar systems manufactured 
by Wm. M. Smith Co. It consists of a 
master station and as many as six sub- 
stations. 

The master has a selector switch for 
calling the sub-stations. The “subs” 
may cal] the master, but not each other. 
The master can monitor all subs but, 
by using a control switch in the 
“silent” position, can shut out un- 
wanted sounds. 

The user of a sub-station can answer 
without being adjacent to or near the 
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instrument; according to the manu- 
facturer, the effective hearing or send- 
ing distance is 75 feet from the unit. 

Model CS-30 is an all master system 
in which up to seven master units may 
be interconnected. Any station may call 
any other or all at once. Three sepa- 
rate conversations may be carried on 
simultaneously, This system is not used 
with sub-stations except for one-way 
paging. 

A smaller system, model CS-10, con- 
sists of a single master and one sub- 
station. 
inches in width, 
5¥, inches in height, and 3 3/4 inches 
in depth. 

Prices. Model CS-20: master, $41.95; 
sub-stations, $10.95 each. Model CS-30: 
ezch master, $41.95. Model CS-10: set 
of one master, one sub, and 50 feet of 
wire, $44.95. 


Dimensions. 7%; 


STROMBERG-CARLSON CO, man- 
ufactures the Executive System, TS-21 
type, using intercommunicating tele- 
phone model 6240-C12. 

Special Features. The Executive Sys- 
tem is a selective ringing system where- 
by any master can select and ring in- 
cividually any other master. As many 
simultaneous conversations can take 
place as there are master stations di- 
vided by two. 

Conferences can be held on any line 
simply by having each party push the 
same line button. The master telephone 
can be used for either wall or desk 
mounting by changing the position of 
the cradle. 

This model is a master type with 12 
buttons. It has a maximum capacity 
ot 13 stations. A complete installation 
permits six simultaneous conversations. 

Price. For model 6240-C12, $81, list. 


TELAUTOGRAPH CORP., maker of 
the TelAutograph telescriber, offers a 
method of internal communications 
which does not depend on the spoken 
word or on coded sound signals. The 
TelAutograph is a device for trans- 
n.itting hand-written messages from 
one station to one or more remote sta- 
tions. 

Special Features. The originator 
writes his message with a stylus; this 
stylus generates electrical signals which 
actuate a type of pen at the remote sta- 
tion and cause it to duplicate the origi- 
nal writing. 

Thus, in addition to transmitting 
messages simultaneously to remote 
points, TelAutograph provides a writ- 


Top: IBM Paging System 
Below: Mark Simpson Model AC-24 


Stromberg-Carlson Model 6240-C12 


ten record of the information trans- 
mitted. 

The standard telescriber is shown on 
this page; a similar model, known as 
the “Instan-Form” telescriber, is de- 
signed to use business forms instead 
ot plain paper. 

Dimensions. The instruments vary in 
size, depending on whether the models 
are countersunk, surface types, or other 
models. However, the usual dimensions 
for a transceiver are 13 11/16 inches 
wide, 22% inches deep, and 9 inches 
high at the highest point. 

A receiver has the same width and 
height, but is only 10 inches in depth. 

Prices. Since each system is custom 
designed and manufactured to meet 
the specific needs of the subscriber, 
prices vary considerably. 

All instruments are installed on a 
monthly service charge basis which in- 
cludes servicing, re-inking, mainte- 
nance, etc. 

Delivery. Eight weeks from receipt 
ot contract. 
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VOCALINE CO, OF AMERICA, in 
designing its Vocatron intercom sys- 
tem, worked on the principle that the 
normally existing electrical wiring of 
an office, factory, or home can be used 
.c provide the means of connecting the 
intercom units. Vocatron is, therefore, 
classified as a “wireless” system, in the 
sense that no additional wiring is re- 
quired in order to instal] it. 

Operating on the carrier principle, 
Vocatron units superimpose a small 
high frequency signal voltage on the 
voltage already present in the power 
lines. Frequency discriminating  cir- 
cuits in the receivers separate the car- 
rier from the power voltage and re- 
produce the transmitted message 
through the loudspeaker. 

Special Features. Vocatron units are 
lightweight (3'4 pounds) and easily 
portable. They have a special suppress- 
ing circuit that eliminates line noise. 

The usual installation consists of two 
units, but where multiple installations 
are desired, alternate frequencies are 
available to maintain the privacy of 
each pair. 

Additional units, however, can be 
added, almost without limit, to any of 
the pairs; in such circumstances, a mes- 
sage transmitted by one will be heard 
at all stations served by the same trans- 
former. 

Vocatron’s model CC-25 (S$) is also 
available for use where line conditions 
are more difficult. It is also useful for 
transmission over unusually long dis- 
tances. 

Prices. For model CC-2, $79.50 per 
pair; extra units, $39.75 each. For 
model CC-25(S), $97.50 per pair; ex- 
tre units, $48.75 each. 

Delivery. Immediate. 


WEBSTER ELECTRIC 
several Teletalk 
munication systems of varying sizes, 
features, and capacities. The illustration 
on page 49 is of a 1000 series model. 

Special Features. Models of Teletalk 
Series 1000 and 1100 are similar, except 
that the 1100 series features a built-in 
cock. Both series provide ten-station 
capacity. 


CO. 


intercom- 


offers 
series of 


The 900 series has a microphone 
mounted on top of the master unit; a 
private handset may be used with it in 
order to obtain greater privacy. This 
series can accommodate up to 24 sta- 
tions, and larger capacities can be or- 
dered specially. 

Units of the 700 series are available 
with handset and/or signalling device 
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tw indicate calls to a station during the 
absence of its normal user. Standard 
units have a capacity of up to 48 sta- 
tions. By special order, still larger ca- 
pacities may be obtained. 

In addition to these four series, the 
model 5G45 speaker may also be used 
it Teletalk systems. These speakers 
have a call-in switch which makes it 


possible to originate calls at the 
speaker. 

Prices. Series 1000 models range 
from $61.50 to $75.75, while Series 
1100 models range from $85.75 to 
$103.25. 


Manufacturers’ List 


Bookkeeping Machines 

Addressograph-Multigraph Corp. 

1200 Babbitt Rd., Cleveland 
R. C. Allen Business Machines, Inc. 

678 Front Ave., Grand Rapids, Mich. 
surroughs Corporation 

6071 Second Blvd., Detroit 
International Business Machines Corp. 

590 Madison Ave., New York 
Monroe Calculating Machines, Inc. 

555 Mitchell St., Orange, N. J. 
National Cash Register Co. 

Main & K Sts., Dayton, Ohio 
Remington Rand Inc. 

315 Fourth Ave., New York 
Underwood Corp. 


1 Park Ave., New York 


Payroll Machines and Systems 
Addressograph-Multigraph Corp. 

1200 Babbitt Rd., Cleveland 
Bates Accounting Forms Co., Inc. 

33 West 42nd St., New York 
Blackbourn Systems, Inc. 

230 S$. Cedar Lake Rd., Minneapolis 
susiness Systems Corp. 

100 6th Ave., New York 
Consolidated Business Systems, Inc. 

30 Vesey St., New York 
Denominator Co., Inc. 

261 Broadway, New York 
Charles R. Hadley Co. 

330 N. Los Angeles St., Los Angeles 
International Business Machines Corp. 

590 Madison Ave., New York 
International Payroll Machine Co. 

~— 

Reading, Pa. 
LeFebure Corp. 

716 Oakland Rd., N.E., Cedar Rap- 

ids, lowa 
McBee Co. 

295 Madison Ave., New York 
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McMillan Book Co. 
701 E. Genesee St., Syracuse, N. Y. 

National Cash Register Co. 

Main & K Sts., Dayton, Ohio 

National Record Co. 

2148 P St., N.W., Washington, D. C, 

Payroll Tax Service 
44 W. 29th St., New York 

Posting Equipment Corp. 

777 Hertel Ave., Buffalo, N. Y. 

Remington Rand Inc. 

315 Fourth Ave., New York 

Reynolds & Reynolds Co. 

800 Germantown, Dayton, Ohio 

Shaw-Walker Co. 
Muskegon, Mich. 

C. E. Sheppard Co. 
44-01 21st St. Long 
N. Y. 

The Todd Co., Inc. 
1150 University Ave., Rochester, 
NY. 

Trussell Mig. Co. 

Poughkeepsie, N. Y. 


Island City, 


Visi-Record, Inc. 
54 Railroad Ave., Copiague, L. I. 


Intercommunication Equipment 


The Autocall Co. 

937 Tucker Ave., Shelby, Ohio 
Automatic Electric Sales Corp. 

1033 W. Van Buren, Chicago 
Bell Sound Systems Co. 

555 Marion Rd., Columbus, Ohio 
David Bogen Co., Inc. 

663 Broadway, New York 
S. H. Couch Co. 

1 Arlington St., North Quincy, Mass. 
Dictograph Products, Inc. 

95-25 149th St., Jamaica, N. Y. 
Dukane Corp. 

103 N. llth Ave., St. Charles, Ill. 
Edwards & Co., Inc. 

90 Connecticut Ave., Norwalk, Conn. 
Executone, Inc. 

415 Lexington Ave., New York 
International Business Machines Corp. 
590 Madison Ave., New York 
Kellogg Switchboard & Supply Corp. 

79 West Monroe, Chicago 
Patrick & Wilkins Co. 

51 N. Seventh St., Philadelphia 
Radio Corp. of America 

Camden, N. J. 
Rauland-Borg Corp. 

3523 West Addison St., Chicago 
Mark Simpson Mfg. Co., Inc. 

32-38 49th St. Long Island City, 

N. Y. 

(To page 54) 
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T= DO YOU 
PURCHASE OFFICE SUPPLIES? 


Do you desire the Best in Specials? 
For example: 


Carbon sewed in Binders 


Carbon for Ozalid systems, for Duplicating Systems 
* Opaque Ribbons for Photography 
* Carbon Ribbons for |.B.M. or other machines 
¢ Carbon in School Folders 
¢ Sharp, Clean Carbon for Accountants’ Balance Sheets 
* Varityper Carbon 
¢ Ribbons or regular Typewriter or Pencil Carbon 
¢ Silk Ribbons 
¢ Nylon Ribbons 
¢ Addressograph, Tabulating, Teletype, Checkwriter 
* Ribbons for |.B.M., Interpreter, Printer, Bank 
Proof or Executive machines 
¢ Ribbons for Offset work, Laundry Marking Ribbons 
* Opaque ribbons for Blue Print, Stencil cutting ribbons 
¢ Checkwriter ribbons, Speedaumat, etc. 
Whatever you use, the Kee Lox Mfg. Co. is known as 


Headquarters for all special widths or lengths of 
inked ribbons. 


WRITE 


KEE LOX Mfg. Co., Rochester 1,N. Y. 


or any of its 32 Branches in the larger Cities of the U. S. A. 


Special Export Prices for orders shipped abroad. Agencies open 
in Foreign Countries. Write, attention Export Dept., Rochester 
LM VOSA, 
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Manufacturers’ List 
(Continued from page 52) 


Coming Events 


Wm. M. Sahith Co. 


Talk-A-Phone Co. 


Talk-O-Products, Inc. 


Tel Autograph Corp. 


Conn. 
‘Webster Electric Co. 


20 Ferguson Ave., Broomall, Pa. 
‘Stromberg-Carlson Co. 

100 Carlson Rd., Rochester, N. Y. 

1512 S. Pulaski Rd., Chicago 

42 Allen St., Rochester, N. Y. 

16 West 61st St., New York 


Vocaline Co. of America 
100 Bristol Bldg., Old Saybrook, 


1900 Clark, Racine, Wisc. 


May 24-28 


Annual “All Purpose” Business Show 


Mechanics Hall, Boston 
34th Annual Conference 
Statler Hotel, Boston 
m 


May 25-26 
1953 Spring Conference 
New Ocean House 
Swampscott, Mass. 
® 
Controllers’ Congress 
National Retail Dry Goods Assn. 
May 25-28 


National Office Management Assn. 


Life Office Management Association 


@ 1952 January 7122 
February 727! 


’ March 7572 

April 7721 
May 8024 
y June 8569 
, July 8498 
. 4 Aug. 8494 
* Sept. 8555 
ey Oct. 9154 
* n Nov. 9244 
; Dec. 9427 

* 1953 January 9303 

Feb. 9248 

‘ March 9604 


April 10,023 


@ From A.B.C. report 
for six months periods 
ending June and De- 
cember 1952. 

*Subject to A.B.C. 
Audit for six months 
period ending June 

3. 
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: The Office Executive's Own Magazine 
| 212 Fifth Avenue 


OFFICE MANAGEMENT'S 
| STEADY RISE 


| IN PAID SELECTIVE 
| CIRCULATION 


Reaches 
10,023 as of April Ist* 


Specialized office systems and equipment 
editorials attract top executive PAID sub- 
scribers 


In steadily increasing numbers, more and more office 
management executives have been discovering OFFICE 
MANAGEMENT as their indispensable source of vital 
management information on office 
supplies and equipment problems. That's why they pay 
subscription fees to OFFICE MANAGEMENT—the only 
A.B.C. audited paid publication edited exclusively for 
executives concerned with office operations and efficiency. 


MANUFACTURERS: 
OFFICE MANAGEMENT'S executive readers welcome 


your advertisements. They are alert for new procedures, 


systems, services, 


and new ideas, to solve equipment and supplies problems. 
Your advertisement gets real penetration thru this active 
readership. Reach these key executives with real purchas- 
ing authority—start your schedule next month. 
Set copy, Ist of preceding month 
CLOSING DATES: Complete platea, 5th of preceding 
month. 


Por 


New York 10, N. Y. 


OFFICE MANAGEMENT 


33rd Annual Convention 
Hotel Roosevelt, New Orleans 
* 
Association of American Railroads 
Accounting Division 
June 1-4 
59th Annual Meeting & Exhibit 
Edgewater Beach Hotel, Chicago 
fe 
Wharton School of Finance 
and Commerce 
June 15-July 3 
Fourth Annual Conference 
Work Simplification—Measurement 
Wharton School, Philadelphia 
2 . 
Office Appliances and Business 
Equipment Trades Association of 
Great Britain 
June 16-26 
Business Efficiency Exhibition 
Olympia Hall, London 
= 
Institute of Newspaper Controllers 
and Finance Officers 
June 17-19 
National Spring Conference 
Mt. Royal Hotel, Montreal 
; rs 
National Machine Accountants Assn. 
June 18-20 
Second National Convention and 
Business Show 
Schroeder Hotel, Milwaukee 
s 
Butler County, Cincinnati, and 
Dayton Chapters, NOMA 
June 24-26 
Institute on Office Operations 
Miami University, Oxford, O. 
f 
American Association of Hospital 
Accountants 
July 12-17 
Eleventh Annual Institute on 
Hospital Accounting 
Indiana University, Bloomington, Ind. 
e 
Graduate School of Business, Columbia 
University 
July 26-30 . 
Consumer Credit Management 
Program 
Arden House, Harriman Campus 
+. 
American Chemical Society 
Sept. 9-11 
Symposium: Equipment for the Prep- 
aration, Reproduction, and Utilization 
of Technical Information 
Palmer House, Chicago 
fe 
National Institute of Governmental 
Purchasing, Inc. 
Nov. 8-11 
Eighth Annual Conference and 
Products Exhibit 
Netherland Plaza Hotel 
Cincinnati, Ohio 
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Combi. 


In less than 45 seconds DEVELOP-Combi will produce dry, 
positive copies of any original up to 14” in width and any 
length. DEVELOP-Combi is the answer to office copying needs. 
In production for over 5 years and in constant use throughout 
the world, DEVELOP-Combi has more than proved itself the 
most versatile and successful office copying machine in the 


world. 


Too late for exhibition at this years N.O.M.A, show. 
Come and see the DEVELOP Line Comprising 8 


models at our New York showrooms. 


brochure. 


COPEASE COMPANY 


PLaza 3-6693 


270 Park Ave. 


Now Available in the United States 


The need for speed in modern business is second only to the 
need for accuracy. The vital need for a practical, economical, 
legally acceptable photocopying machine has been met by the 
machine that has revolutionized office copying—DEVELOP- 


Write for free 


THE MACHINE THAT 
REVOLUTIONIZED OFFICE COPYING 


THROUGHOUT THE WORLD 


THE ORIGINAL 


Develop C-.€ 


A Single Unit That Does the Job of 


In a matter of seconds 


Exposing. Developing. Printing 


New York 17 


|. The original to be copied is 
inserted with a sheet of Copy- 
rapid negative paper and fed 
through the slots in the face of 
the machine where it is elec- 
trically drawn through the ex- 
posing unit. 


2. The original is then removed 
and returned to normal use and 
the remaining sheet of nega- 
tive paper with a sheet of Copy- 
rapid positive paper are then 
fed through the lower slot. 


3. Ina few seconds the 2 sheets 
are ejected. They then may be 
peeled apart, and you have a 
perfect positive print — black 
Printing on a white background. 


Check These Features: 


High Contrast 


No Installation Charge 


Compact Unit Fits Anywhere. 


No Darkroom fixing, water etc. 


non-wrinkling 


paper by Agfa-Leverkusen in 4 sizes 


from 8!/2" x 11" 


up to 14" x 17" 


and in continuous rolls 8!/2" to 14" 


in width. 


@ Makes doublesided copies—airmail— 
cardstock—transparents. 


@ Entire Process Odorless. 


@ Transparent copies for blueprints or 


diazo prints. 


@ Makes diazo prints themselves. 


@ Copies from thick books without loss 


of inner margin. 


@ Legally 
cannot be altered. 


Copies are permanent. 


@ Completely confidential. You or your 


acceptable — the 


negative 


secretary can make your own copies 


in your own office. 


Hand Written 


Some of Many Applications 


Material, Tax Returns & 


Tax Records, Pages from Books & Maga- 


zine Articles, Legal Documents, Graphs 
& Charts, Insurance Policies and Forms, 
Contracts, Patents, Microfilm Enlarge- 
ments, Private papers, Carbon Copies, 


Bank Records, Letters. 
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People in the News 


A. R. AMES, Jr., of LaGrange, Illi- 
nois, was recently elected president of 
Ames Rubber Corporation, Hamburg, 
New Jersey, at a special meeting of 
the board of directors. Mr. Ames is a 
vice-president of the Ames Supply 
Company and also Technical Director 
| Ames Research Laboratory. 

Mr. Ames attended Purdue Univer- 
sity. He has been with the Ames Sup- 
ply Company since 1937. In 1948 he 
was elected a vice-president of the firm. 
Since the organization of Ames Rub- 


ber Corporation, he has worked closely 
with the manufacturing and testing of 
platen compounds. In 1950, Ames Re- 
search Laboratory was established and 
Mr. Ames was appointed Technical 
Director to coordinate the work of 
Ames Rubber Corporation and Ames 
Research Laboratory. Last year he was 


one of the vice-chairmen of Ames 
Rubber Corporation. 
DALMO VICTOR Co. announces 


the appointment of Allen S. Dunbar, 
senior research director for the Stan- 
ford Research Institute for the past 
three years, as 
research. 


assistant director of 


“Four-in-One’ 


MORE DESK ROOM. Saves 14 to 31%, 
of floor space, provides room for 
additional personnel without in- 
creasing floor area. 


MORE EFFICIENCY. Permits employ- 
ees at separate desks to work in 
semi-privacy and without distrac- 
tions. Reduces office traffic and 
congestion. Specially designed 
translucent frosted partitions in- 
crease amount of light on desk tops. 


Save upto Sof your Moor space! 


One of several possible 
desk arrangements 
with the new “ Four- 
in-One”’ Desk Unitizer. 


Desk Unitizer 


MORE ECONOMIES. Permits reduc- 
tions in number of telephones, 
waste baskets, distributors and guest 
chairs needed. 


FITS ANY FURNITURE. Partitions and 


shelves match all desks. Easily in- 
stalled without harm to furniture. 


USED BY LEADING CONCERNS torelieve 
crowded office conditions and keep 
floor space at a minimum. Popular 
with employees. 


FOR FULL DETAILS AND PRICES, WRITE 


KRAUS COMPANY 


STEVENS POINT, WISCONSIN 


OFFICE MANAGEMENT 


ee 


MONROE 
has recently announced the 
ment of Fred R. Sul- 
livan, of Short Hills, 

J., as executive 
vice president. Mr. 
Sullivan, who is 38, 
started with Monroe 
19 years ago as a 


Calculating Machine Co. 
appoint- 


factory cost clerk. 

He became internal 

auditor in 1946, as- Fred R. 

sistant secretary in Sullivan 

1947, controller in 

1949, and vice president in 1951. 
Other organization changes an- 

nounced by W. G. Zaenglein, presi- 


cent, include the establishment of the 
Monrobot Corp. This Monroe subsid- 
iary, with E. J. Ouinby as president, 
will engage in the development and 


production of Monroe's electronic 
calculator. 
Howard M. Fleming has been 


named director of Monroe research, a 
post formerly held by Quinby. Roy F. 
Westerberg has been appointed assist- 
ant treasurer, and E. L. Heydecke suc- 
ceeds him as credit manager. 


ELLINGSWORTH Mig. Co., Chi- 


cago, maker of Duo-Tang Loose leat 
covers, has announced that Guy H. 
Lewis is now associated with the 


company. 


VIRGINIA METAL PRODUCTS 
Corp. has announced the appointment 

John ]. Egan, IJr., as 
sales for the Partitions 


manager ot 
and Conveyor 
Divisions of the company. Mr. 


regional 


Fgan 


was formerly a sales man- 


ager for the Lamson Corp. 


ARTHUR W. YOUNG, former ex- 
ecutive vice president of Old Town 
Corporation for 22 
years, has 
the forma- 
the Curtis- 


Corporation 


an- 
nounced 
tion of 
Young 
specializing in 
plicating supplies of 
every type. Associ- 
ated with him is 
Todd P. Curtis, 
mer sales representa- 
tive of Old Town. 

Curtis-Young’s offices are located at 
110 West 18th Street, New York 11, 
N. Y. WAtkins 9-4113. 


Curtis-Young 


du- 


Arthur W. 
Young 


for- 


is distributing under 
_ lis own brand label a full line of Hek- 
| tograph and spirit carbons, printed 
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spirit masters, duplicating papers, off- 
set .duplicating plates, mimeograph 
stencils, carbon papers and inked rib- 
bons of all descriptions. 


ROBERT M. DRYSDALE, JR. has 
been appointed vice president and 
general sales manager of The Virginia 
Metal Products 
Corp. At the same 
time, Mi. Drysdale 
has resigned as ex- 
ecutive vice presi- 
dent of the Federa- 
tion for Railway 
Progress, an organi 
zation which he 
joined in 1947 as 
treasurer. Previous- 
ly, he has been with 
the Grace Line as Assistant to the Vice 
President-Sales. 


Robert M. 
Drysdale, Jr. 


ELECTION of Lamar ]. Ous to the 
position of an assistant comptroller 
for the Pittsburgh Steel Company has 
been announced by Joseph N. White, 
comptroller. 

Mr. Otis is a graduate of the Uni- 
versity of Arkansas, received his Mas 
ter’s Degree in Business Administra- 
tion at Ohio State 
University, and is a 
certified public ac- 
countant, 

He has held staff 
positions at B. F. 
Goodrich Company, 
Lybrand, Ross Bros. 
and Montgomery, 
United States Steel 


Lamar J. 
Otis Corporation, and 


Plate 


Pittsburgh 
Glass Company. 

In 1944, he was employed by Cur- 
tiss-Wright Corporation in the posi 
tion of assistant comptroller. In 1945, 
h= became comptroller of the Lig- 
gett Spring & Axle Company. He 
joined Pittsburgh Steel Company in 
1949, 

Mr. Otis is a member of the Na- 
tional Association of Cost Account- 
ants and a past president (1950-51) of 
the Pittsburgh Chapter. He is also a 
member of the Controllers Institute of 
America, and the American Institute 
cr Accountants. 


THOMAS A. ROBERTSON has 
been elected a vice-president of the 
Mosler Lock Company, Covington, 
Ky., a subsidiary of the Mosler Safe 
Co. Mr. Robertson joined the firm in 
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1922 and has been secretary since 1931. 
A native of Covington, he was edu- 
cated in Covington public and high 
schools, and is a graduate of the Uni- 
versity of Cincinnati. 


TWO newly created posts in the 
Parker Pen Co.’s legal and export de- 
partments have been filled respectively 
by Paul H. Gallagher and Ross O. 
Fowler, the company has reported. Mr. 
Gallagher has become assistant to Ivan 
D. Tefft, the firm’s legal counsel, and 
Mr. Fowler has been made export 
supervisor. 

Mr. Fowler is connected with sev- 
eral export business groups and _ is 
chairman of the foreign trade com- 
mittee of the Fountain Pen and Me- 
chanical Pencil Manufacturers Asso- 


ciation; a director of the American 
Office Supply Export Association; and 
a member both of the Export Adver- 
tising Association and the Export 
Managers Club of New York. 

Mr. Gallagher was formerly asso 
ciated with the patent law firm of 
Fidler, Crouse, and Beardsley, Chi- 
cago, which handled patent work for 
Parker. He has specialized in patent 
law since receiving his law degree. 


MRS. M. M. GIRARD, executive sec- 
retary of the American Institute of 
Decorators for the past 21 years, has 
tendered her resignation as of May 1, 
1953. Mrs. Girard is leaving on an ex- 
tended vacation and will announce her 
future plans when she returns. 

C. Eugene Stephenson, National 


ASSEMBLED AUTOMATICALLY 
with the ne 
macey 
collator 


24,000 sheets per hour 
assembled by one 
semiskilled operator 


Keep your skilled people on their 
proper jobs—let the Macey 
Collator do your gathering and 
assembling chores. One semi- 
skilled operator can set up 

a job in 15 minutes, then 
gather 24,000 sheets per 

hour. Time, man-hours and i 
money saved. (The Macey 
Collator pays for itself very 
quickly.) We will welcome a 
chance to demonstrate just what 
this machine will do for you. 


Distributed by 


HARRIS-SEYBOLD 


Company 


Cleveland 5, Ohio 
SINCE 1896 
FINE GRAPHIC ARTS EQUIPMENT . . . FOR EVERYBODY'S PROFIT 


OFFICE MANAGEMENT 


hile for deleils 
—----—-------------—-| 
Harris-Seybold Co., Dept. C 
Cleveland 5, Ohio 
Please send me details of the Macey 
Collator. 


Name 


Firm 
Address 
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People in the News 
( Continued ) 


President of the A.I.D., has announced 
the appointment of William D, Ham- 
ilton as the executive secretary of the 
organization. 

Mr. Hamilton has been secretary to 
the Eastern Traffic Manager of the Cen- 
tral of Georgia Railway Co.; executive 
secretary to M. Lincoln Schuster, presi- 
dent of Simon & Schuster, Inc., Pub- 
lishers; and since October 1, 1952, has 
been associated with the American In- 
stitute of Decorators. 


DR. FOSTER DEE SNELL, chair- 
man of the board and president of 
Foster D. Snell, Incorporated, an- 
nounced recently that Cyril S. Kimball 
has been promoted from the position 
of vice president to executive vice 
president of the corporation. 

Mr. Kimball, a graduate of the Uni- 
versity of Rhode Island, started his 
career with Foster D. Snell in 1926. 
He became vice president of the cor- 
poration in 1932 and has held that 
position continuously since; that date. 


Mr. Kimball has been successively 


honorary secretary, vice-chairman, and 
chairman, of the American Section of 
the Society of Chemical Industry, and 
vice-president of the Society of Chemi- 
cal Industry. He has also held offices 
ir The American Institute of Chem- 


ists and The American Chemical 
Society. 
THE Safe Manufacturers National 


Association has announced the recent 
election of new officers and directors. 
Succeeding Warren Mosman, of Her- 
ring - Hall - Marvin 
Safe Co., as presi- 
dent, is Harry H. 
Lynn, of the Mosler 
Sate Co. S. R. Akers 
of the Meilink Steel 
Safe Co. has been 
elected vice presi- 


dent, while W_ J. 
Parker, of the Safe Harry H. 
Manufacturers Na- Lynn 
tional Association, 
Inc. is the secretary-treasurer, 

Mr. Mosman and Mr. Akers will 


serve as directors, as will E. H. Mos- 
ler, Jr., of the Mosler Safe Co., Ray- 
mond Koontz, ot Diebold, Inc.; A. N. 
Seares, of Remington Rand Inc., and 
L. C. Walker, of Shaw Walker Co. 


wiltshire modern 
CONSULTATION 


DESK 


Ideal for banks, finance offices, in- 
surance companies ... this Wiltshire 
Modern Consultation Desk is designed 
for private confidential conference be- 
tween two or more persons. 

This versatile desk allows comfort- 
able, close-in seating on three sides 
+. . Saves space while increasing the 
efficiency of your office. 


If your business requires frequent 


customer consultation, you meed the 

Wiltshire Consultation Desk. See it at 

your dealer's now! 

WRITE FOR OFFICE PLANNING GUIDE 
Imperial’s Office Planning Guide .. . 

Complete with floor plan, cut-outs and 

basic office planning information . 

is available now from your nearest Im- 

Perial dealer. Call him today .. . or 

write direct for your copy. 


= 
Bounppenciaall 
desk company 
EVANSVILLE 7, INDIANA 


OFFICE MANAGEMENT 


SOUNDSCRIBER Corp. has an- 
nounced the appointment of D. S. 
Paterson as for Sound- 
the Wilmington 


distributor 
Scriber equipment in 
Delaware, area. Mr. 
Paterson has _ been 
associated with 
SoundScriber dur- 
ing the past five 
years as a salesman 
and dealer under the 
Philadelphia office. 


He was formerly as- 


sociated with  Pit- D. S. 
; oe Paterson 
ney-Bowes Postage 


Meter Co. as branch 
manager. 

The company has also announced 
the appointment of Frank H. Me- 
Millan as manager of the Springfield, 
Massachusetts, SoundScriber office. In 
recent years, Mr. McMillan has been 
manager for the Typewriter Division 
of 1.B.M. in Portland, Maine. 


THOMAS J. WATSON, chairman of 
the board of International Business 
Machines Corp., recently received one 
ot the annual Horatio Alger Awards 
of the American Schools and College 
Association. He was one of a group of 
eleven Americans honored who rose to 
high success in the Alger tradition. Mr. 
Watson began his working career as 
a $2-a-week bookkeeper. 

Others in the group were Adolph 
Zukor, board chairman of Paramount 
James C. Penney, board 
chairman of the J. C. Penney Co. Inc.; 
Col. Henry Crown, board chairman of 
the Empire State Building and of the 
Material Service Corp. of Chicago; 
Harold Shafer, president of Gold Seal 
Co.; Byron Alfred Gray, board chair- 
the International Shoe Co.; 
Gen. Sandy Beaver, president of River- 
side Military Academy; John Jay Hop- 
kins, board chairman and president of 


Pictures; 


man of 


General Dynamics Corp., atomic sub- 
Paul G. Hoffman, 
board chairman of Studebaker Corp.; 

Valter D. Fuller, board chairman of 
Curtis Publishing Co.; and former 
President Herbert Hoover. 

All were presented with plaques by 
Dr. Milton 
President Eisenhower and president of 
Pennsylvania State College. 


marine builder; 


Eisenhower, brother of 


APPOINTMENT of Norman E. Cly- 
borne as assistant sales manager of the 
Meilink Steel Safe Company of Toledo 
was announced recently by Stanley R. 
Akers, president of the firm. 
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orthwest 
cs ae 


Yes, sir, 4 Northwest “V” expanding file 
drawers have the equivalent in “workable 
capacity” of 5 conventional files with rigid 
fronts. Letters can be easily removed—and 
replaced without touching the followers 
Drawer contents are tightly compressed when 
drawer front is swung closed. File clerks 
everywhere like them, for they’re time savers 

reduce filing fatigue. Made in 2, 3, 4, 
and 5 drawer models. Order today, satisfac- 
tion guaranteed, $67.50 F.O0.B. Green Bay. 
— delivery or write for complete 
etails. 


NORTHWEST METAL PRODUCTS CO. 


1337 E. MASON ST. @ GREEN BAY, WIS 


this 
sword 
challenges 
CANCER 


nder the sign of the cancer 
U sword the American Cancer 
Society seeks to save lives by 
spreading vital facts to you, 
your neighbors, and your phy- 
sicians ... by supporting re- 
search . .. by providing im- 
proved services for cancer 
patients. 

Only under the sign of this 
sword is there a three-fold, na- 
tional attack on cancer. Cancer 
Strikes One in Five. Your Dol- 
lars Will Strike Back. 

Mail Your Gift to “Cancer” 
Care of Your Local Postoffice 


AMERICAN 
CANCER SOCIETY 
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the Pittsburgh 


Mr. Clyborne served for the past , 
three years with the eastern distribu- | 
tors of Meilink Safes, the Safe and 
Equipment Wholesalers of Philadel- 
phia, Pa. He is a native of Camden, 
N. J. 

Mr. Clyborne will assist E. J. Daily, 
company sales manager, in supervis- 
ing the seven distribution outlets from 
coast to coast. 


PAUL M. WICK is the new manager 


of the Pittsburgh 
branch of The Gen- 
eral Fireproofing 


Company, according 
to an announcement 
by E. A. Purnell, 
first vice president. 
Mr. Wick has been 


associated with Gen- 


eral Fireproofing Paul M. 
since 1939, except Wick 
for war service in 


the Navy. He was appointed a district 
manager in 1950 and in 1952 he joined 
Branch as assistant 
manager. 

Mr. Wick succeeds /. R. Caldwell, 
who is retiring after more than forty 
years with the company. Prior to his 
Pittsburgh managership, Mr. Caldwell 
had served as a store equipment spe- 
cialist and, previously, as president of 
the All-Steel Equipment Company ot 
Pittsburgh. 


DIEBOLD, Inc., has appointed W. J. 
Thompson, for the past two years a 
member of its home office sales staff, 
manager of the firm’s New York City 
branch office. 

Formerly a salesman for Diebold in 
New York, and previously manager ot 
the Diebold Newark branch, Mr. 


| oye ° 
Thompson has served as assistant sales 


manager in the headquarters office in 


| Canton, Ohio. 


Association News 
(Continued from Page 16) 


Dr. Samuel Marble, of Wilmington 
College, will speak at the final after- 
noon session on “The Art of Facing 
Problems.” 


WILLIAM LANGE, 


consultant, spoke on “Getting Em- 


management 


ployee Cooperation and Greater Pro- | 


ductivity” at the regular monthly 
meeting of the Transcription Supervis- 
ors’ Association of New York, held on 
May 11 at Whyte’s Restaurant. 


OFFICE MANAGEMENT 


In Conedo, Serve! (Conade! itd., $48 King St. W 


Now. 


Entertaining in the 


Office is as Easy as 


Opening a Drawer! 


“Electric 


Wonderbar 


PORTABLE, SILENT REFRIGERETTE STYLED AS 
SMART FURNITURE 


Mahogany, Blond, 
White or Paint it 
to Match Your 
Office! AC or DC, 
12 to 230 Volts! 


Saves your top executives time and 
trouble when entertaining important 
customers and friends. Makes ice cubes 
. chills drinks and snacks right at 
their desk-side. Takes up less space 
than a file cabinet. Wood or tubular 
legs or cabinet base which serves as 
cellarette flatter Wonderbar in any set- 
ting. Wondercart rolls Wonderbar 
easily from room to room . .. and out- 
doors too! Bases and accessories op- 
tional at a small additional cost. 5-year 
warranty on silent freezing system. 
Wherever fine appliances are sold! 


y 


The name to watch for great advances in 


REFRIGERATION and AIR CONDITIONING 


Servel Inc., Evansville 2 ndicna 
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on Bassick 
Rubber-Cushion Glides 


—— 


on Bassick 
Nomar Cups and Shoes 


Three good ways to protect 
office floors, rugs and furniture 


@ Protect your investment in office floors, rugs and fur- 
niture with Bassick — the world’s largest line of casters, 


or write to THE Bassick Company, Bridgeport 2, Conn. 
In Canada: Belleville, Ont. 


Pa] Bassick 
mers te 


Chase gets them young 
(From page 42) 


department, that it will shortly be extended to other de- 
partments of the bank. 

This, together with other employee benefits, is the com- 
plement of the Chase recruitment and training picture, for 
by such measures as this, the Personnel Department reduces 
turnover. But still, like all major offices, Chase is constantly 
in need of new employees, and it is here that its high school 
recruitment program, as well as a similar program in busi- 
ness and secretarial schools, has proved so valuable. 

The program in business and secretarial schools is on a 


| slightly more advanced level than the high school program: 


Chase speakers do not advise trained young businesswomen 
on behavior during a job interview, but basically the system 
is the same—talks before the school group, some individual 
interviews at the school, an invitation to visit the bank. 

For a field that is traditionally masculine—or in which 
the top jobs at least—have usually been held by men, this 
highly successful recruitment program would seem to draw 
a highly disproportionate number of girls and young 
women. The answer given to that by Mrs. Juliette Mann- 
heim, who administers the bank’s recruitment program, is 
that the ratio of women in higher echelon banking jobs is 
steadily increasing, and that the Chase today can offer the 
chance at a well-paid, responsible career to ambitious and 
intelligent girls entering from high school. 

This, according to Mrs. Mannheim, definitely does not 
mean the “junior executive” level only. Beside top jobs in 
personnel, public relations, training, and new business, more 
and more women are being made division or department 
heads within banks today, and the openings available to 
them will undoubtedly increase in the future. 


ESSO solves lunch problem 


(From page 25) 


The checking system is conveniently simple. Employees 
pick up their restaurant checks as they leave their offices on 
the way to lunch. Each check is punched with the day’s 
date. Checks used by Esso and Standard Oil (New Jersey) 
affiliates are differentiated in color. Finishing luncheon, the 
employee signs his check, writes on it his payroll number, 
and pays his share of the total amount. 

When rushed in the office or in need of a pick-up, execu- 
tives and staff members find it convenient to use Schrafft’s 
outgoing order service, providing for speedy delivery of 
foods, ice cream, and so on, to officers. 

Private dining room facilities prove decidedly valuable 
when special events are planned, perhaps on short notice. 
Several parties marking the retirement of Esso employees 
have been held in the dining room. Schrafft’s arranges spe- 


: | cial service for such evening affairs. Often an orchestra is 
glides, cups and shoes. Get them at your office supply store | 


engaged as the room is spacious enough to permit dancing 
when chairs are moved back. 
Private dining rooms, for executives on the second floor 


_ of the Esso Building, seat 125. 


soth these attractive dining rooms perform a function 


| conforming closely to that famous formula for well being 
_ that physicians and philosophers have advocated for many 


a long year—providing an abundance of inviting, nourish- 
ing foods, pleasant surroundings, and relaxed mood. 
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SETTING THE PACE FOR 
BETTER VALUES! 


Jasper Chair Co. Chairs are designed for the customer 
with discriminating taste for styling, durability and GOOD 
VALUE, and for the dealer who is interested in building 


customer satisfaction. 


Fe 

‘ j \ 
} . ° ° ° " a 
Each unit. leaving our modern plant, is an example Rs 

of Fine Styling, Dependable Construction and FULL ‘elle: 

F ‘ VALUE, to give our dealers and their customers a q 


lasting satisfaction in performance. 


If you are seeking Quality and Value see your near- 
est Jasper Chair Co. dealer or write Dept. 22 for com- 
plete details about ..... 


“The RIGHT CHAIR at the RIGHT PRICE” 


By Invitation Member RICE LEADERS OF THE 
WORLD ASSOCIATION, 


Jasper Chair? 


JASPER, INDIANA 
A modern plant manufacturing QUALITY Chairs of dependable WOOD 


‘ 


te Be 
Handipen 


ee ‘nf 
’ J ; ts i 
to cut waste motion 


. 


a — 
Exclusive “Capillary” Inking 


Your office workers appreciate the convenience, and their efficiency goes 
up, too, when you equip them with famous Sengbusch Handi-pen desk sets. 
They save time and end empty-pen nuisance—one Handi-pen filling equals 
100 fountain pen fillings. Handi-pen is always accessible — always writes 
instantly. 

And Handi-pen saves you money. Exclusive “Capillary Action” inking 
ends ink spoilage and waste — the last drop of ink stays fresh as the first. 

Handi-pens offer a wide variety of pen points — plain or iridium-tipped 
— for every writing style. Equip your entire office with them — and watch 
your staff do faster, better, neater work. See your stationer or write us for 
further details. 


153 SENGBUSCH BLDG. © MILWAUKEE 3, WIS. 
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HAS ONE TOO 
With their TWO-PLI-TOP FOLDER 


Saves space and money 
eernny 
o es - The top edge and tab of 


—— Smead’s TWO-PLI-TOP 


folders are reinforced by 
a turning over and glueing 
é { \ an extra inch of stock. 
ia \ This gives a smooth, 
rolled non-cutting edge 
7 \ ef double strength at 
* the points of great- 


est wear. Made of 
. rigid, close knit manila 
<- fiber. A medium-weight TWO- 


PLI-TOP FOLDER of 9'/2-point thick- 
ness actually provides 23 points of thick- 
ness at the tab— more than twice that 


g 
Ye 


of a standard single top heavy- 


& weight 11-point folder. 
NOTE THIS CONSTRUCTION! ae 


9/2 points of paper folded over and glued— 
with 4-point thickness of glue gives 23 points 
of strength at the place of greater wear. 


Smead's TWO-PLI-TOP folders, medium 
heavy-weight 9'/2-point 2/scut tabs(illustrated) 
cost approximately$.90 per thousand less 
than standard single top heavy-weight 11- 
point folders. 

Smead's TWO-PLI-TOP folder with its round- 
ed corners is a better folder than the standard 
single top because it is double at the point 
of greatest wear (the tab). Tabs will wear 
longer and the rolled edge eliminates cuts 
and scratches of file clerks’ fingers. 


One thousand 9'/2-point TWO-PLI-TOP folders will take 
up 3 inches less space in a standard drawer file than will 


be taken up by one thousand 11-point standard single 
top folders because the TWO-PLI-TOP is above corre- 


spondence height. 
THE 
PE nme co. 


HASTINGS, MINNESOTA LOGAN, OHIO 


Write us today for a free 
sample of Smead's TWO- 
PLI-TOP folder. Always use 
@ system folder—"'lt permits 
growth as needed.” 


= 
Send us a free sample of Smead's TWO-PLI-TOP 

| 

| FOLDER. 
| Name | 
| Address 
: EE State | 
t Py 


Electronics moves in the office 
(From page 23) 


Thus, in the binary system, which employs only two 
digits, 1 and 0: 
] 10 
+1 +10 


10 100 


Similarly, our number 8 would be binary number 1000, 
and so on, as shown in the chart, page 23. 

In the binary system with its two symbols which are so 
admirably suited to the pulse, no-pulse, of the computer, 
any number can be represented by the employment of only 
two digits, | and 0, pulse and no-pulse, with the position 
of the digits or series of digits expressing the number. In 
the conventional decimal system, of course, numbers are 
expressed by a combination of position and the use of ten 
differing symbols, eight more than the computer can dis- 
tinguish. 


Computer has four elements 


We have already mentioned the four elements of the aver- 
age computer, which might be likened to human character- 
istics or abilities: 

1. “Input” and “output” devices, which feed information 
to the machine and take information from it—the “eyes 
and ears,” the “hands and voice,” of the computer. 

2. The control, or programming factor, which informs the 
machine what is required, and in what order it is required 
—the directing “brain” of the machine. 

3. The storage element, which takes the information fed 
in through input and fed back at various stages in the 
calculations, and holds it for subsequent use—the “memory” 
of the machine. 

4. The arithmetic unit, which performs the arithmetical 
operations ordered by the control unit—the “trained re- 
sponse” of the brain. 

Input can be accomplished by magnetic tape, to which 
information is transferred from another tape punched by 
teletypewriter. Output is the process reversed—the com- 
puter’s completed solutions are recorded on magnetic tape, 
from which they are transferred directly to a printer. 

Within the machine the incoming information from in- 
put is stored until it is required in the course of the prob- 
lem. It may be retained on its original magnetic tape, or 
on a magnetic metallic drum, depending on how often the 
particular information being stored will be needed during 
the course of the problem. Magnetic tape has a greater stor- 
age capacity than the magnetic drum, but has a slower 
“access” speed for required numbers. Thus, information 
that is needed only a few times during the course of a long, 
involved problem might be stored on the tapes throughout, 
while information or figures that are used constnatly would 
be stored on the drums. Alternative storage methods are a 
mercury tank about 20 inches long (in which a pattern of 
400 pulses can be stored, each of which is only a millionth of 
a second in duration) and—perhaps the most remarkable 
storage system of all—the electrostatic storage tube, which 
projects a beam of electrons at any of several thousand spe- 
cific points or spots on its screen. Two sizes of electric 
charges in the beam correspond to the “pulse” and “no- 
pulse” and in approximately a millionth of a second either 
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CHEERS FOR CHAIRS 


Have you ever stopped to think that of all office ' 
equipment, only the chair is an active mobile thing | a4 
that must conform to the physical habits and proper- « | hes [PS 
ties of the user? KISCO ADJUSTO-AIR ; ee Gy Pe 


This means that proper seating is necessary in keep- H 


ing over-head costs down by maintaining peak effi- KISCO CIRCULAIR. . The Original : nag ORE 
ciency of your office force. The Pioneer . . The First Floor Cir- — on ¥ € 
FINE-REST Aluminum Chairs are designed to do rc eee a masse ae ie 
all this and to beautify your office as well, at a moder- ‘ os y “ » 2 r= a . be 
ate, self-liquidating cost. It would pay you to write hn Guatity. .Siee . ma ree - vg 
us for the name of your nearest FINE-REST dealer. pih-oresn taennntoniin shea tango Ni 
gate! Compare! Kisco is First, too, . 
’ ” 1 ¥ 
“america's Standard of Business Seating in the Office and Stationery field! KISCO REGAL-AIR a - 


ALUMINUM SEATING //otperadion KISCO COMPANY inc. 


Distibuler Mernopouran w. ¥ & EXPORT DISTRIBUTOR 2400-40 DEKALB STREET, ST. LOUIS 4, MO. es 
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ACCOBIND | 
FOLDERS 


RE-NU 
@ ERASES SINGLE 
TYPED LETTERS 
WITHOUT BLURRING 


4 at 


RE-NU 


@ WON'T ABRADE OR 
ROUGHEN PAPER 


RE-NU 


@ MAKES CORRECTIONS 
ON ORIGINALS 
AND CARBONS 


‘sn 
ua op" , 
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SHARPENING 


‘RE-NU 


No Il 


Always a sharp 
erasing point 


your fingertips! 


Simply peel paper 
back! No special 
4 sharpener needed! 
1 Another popular 
Paper-mated eraser! 


TRADEMARK REG U.S. PAT. OFF. 


4 
4 
/ 
1 


4 
{ 


EBERMARD 


FABER 


size can be put on the screen, to stay there as long as neces- 


sary. 


One electrostatic tube then can store between 2000 and 
3000 items of information which can be recorded, used, 
and eliminated again within a few millionths of a second. 
In this one tube, then, similar in shape to but much smaller 
in size than the average television tube, can be stored log- 
arithmic tables, interest rate tables, payroll or production 
scales, or almost any other data needed in the average office. 

The programming device—the computer’s control panel— 
is, with the storage units, the factor which shows perhaps 
the greatest potentialities for general office use. This is the 
electronic brain which, in various adaptations, can direct 
the actions of various standard or adapted office electric 


or mechanical machines. 


The control device takes each instruction in sequence 
from the storage unit to which it has been transferred by 
input, “reads” it, and transmits pulse signals at the proper 
times to the various parts of the computer, which then 


carry out the necessary processes. It “tells” 


the storage ele- 


ment to select the appropriate one of its registers and place 
in it—or take from it—necessary numbers and instructions. 
It tells input when to start, when to record, when to stop; 
output when to start, when to read, when to stop. It con- 
trols the arithmetic element, instructing it when to add, 
subtract, multiply, divide, clear registers, and compare. 


Programming Coordinates Activities 


The programming device, in other words, whether in use 


in a computer or in combination with 


standard office 


machines, coordinates and guides all activities of the other 
units. In transmitting signals by time delay, it controls 
the sequence of activities of all the other machines, so that 
they work as a team to achieve the desired result. 

The final element of the computer—the arithmetic ele- 
ment—performs basically the same relatively simple func- 
tions as the desk calculator, but it performs them at fan- 
tastic speed—nearly a million operations per minute in the 


newest machines. 


Although no company has yet carried through to the 
greatest possible extent mechanization of office routines 
through electronic controls, there are several large companies 
already planning pilot projects in which all standard office 
functions will be redesigned for full use of elctronic ap- 
plications. If these pilot projects are successful—and there 
is every reason to believe from our experience in specific 
cases that they will be successful—we can expect the elec: 
tronic revolution to spread to all offices, large and small, 


in the near future. 


The science of electronics is new; the office has been with 
us for centuries, and many of its present methods are merely 
improved versions of age-old recording and processing func- 
tions. Yet the two are naturally complementary to each 


other; all that remains is to bridge the gap. 


Advancing wage rates demand increased efficiency if 


costs are to be lowered or maintained. 


The shortage of 


clerical and supervisory employees demands increased me- 
chanization if the work is to be done, and well-done. Ma- 
chines—electrons—are important. But fully as important 
as machines are the people who do the things no machine 


could ever do. 


The approach to the field of human relations—to the 


selection and training and supervision of people 


as well 


as the approach to electronics, must be made with care, by 


(To page 67) 
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easy to correct fluid duplicator mast 
DENNISON PRES lyC 


Cleaner, neater, faster — no carbon-stained fingers 


« No scraping, erasing, smearing « Lies flat—nowaste « Self-adhesive 
— requires no moistening +*« Comes inconvenient strips — no dispenser needed 
¢ Master does not have to be removed or realigned 


- 


Press tape on back of master over part to be 
corrected and retype. Use of small piece of 
new carbon is optional. 


Measure length needed by placing sheet 
against correction in typewriter. Cut strip and 
peel from backing. 


Lb: 


el 


PRs ap/ 


CORRECTION Taps 


ft corrects 
ing fla 
hep, ton tmaetan 


H 


In single 
and double 
space widths. 


Ask your stationer 
for Dennison 
PRES-a-ply Correction Tape 


PLYMOUTH RUBBER COMPANY, INC. 


. DED 1896 The Largest Rubberizers of Cloth in the World CANT 
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have the Answers — 
Many 


tabulating, forms, accessory equipment 
and short cuts to more efficient operation. 
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Many of the answers to these and other 
pertinent questions will be found in... 


mation for everyone engaged in punched- 
card machine accounting, authored by 


Completely NEW , from Cover to Cover! 
Over 200 pages packed full of valuable infor- 


outstanding authorities. 


REALTOR ATTENDS NATIONAL 
BUSINESS SHOW 


Attendance at the Na- 
tional Business Show each 
fall is a “must” for Lawrence 
B. Elliman, Jr., Vice Presi- 
dent and Director of Pease & 
Elliman, Inc. This well- 
known firm has been manag- 
ing many of the country’s 
greatest office buildings since 
it was founded by Mr. Elli- 
man’s father in 1897. It has 
twice received the annual 
award for the “Most Ingen- 
ious Deal of the Year”, spon- 
sored by the Real Estate Board of New York. 

“Tremendous changes and advances in office construction 
and design have been a significant feature of real estate 
development, particularly during the last twenty years,” 
said Mr. Elliman. “Management is now keenly aware that 
greater efficienay and production can be achieved by improv- 
ing the physical atmosphere of business offices and by the 
use of the latest labor-saving office machines and techniques.” 

Mr. Elliman pointed to the post-World War Il commercial 
development aJong Park Avenue, New York, which was pion- 
eered by Pease & Elliman. The changeover from strictly 
residental property to modern office buildings was accom- 
panied by the installation of the most up-to-date features and 
equipment which render many older offices obsolete. The 
real estate executive said that management's insistence on 
modern offices and equipment attracts better workers and 
reduces personnel turnover. 

Top-fllight building management given by Pease& Elliman, 
Inc., and the best and latest office machines and equipment 
as shown at the National Business Show are the Executive's 
guarantee that his office is modern, efficient and productive. 


Lawrence B. Elliman, Jr., 
ice President and Director 
Pease & Elliman, Inc. 


Adv. 


Weary Congressmen vote 
$30,000 for chairs 


by Larston D. Farrar 


eTHERE HAS BEEN many a smile—and not a little 
head-wagging—over disclosure of the news that the House 
Committee on Ways and Means, whose members talk eco- 
nomy with a capital “E,” in their political speeches, has 
approved the expenditure of $29,250 for 225 well-stuffed, 
high-backed cushioned chairs. 

Frederick C. Othman, the well-known newspaper humor- 
ist, gently applied the needle to the Congressmen for this 
alleged extravagance. 

The Townsend Weekly, voice of the organized Town- 
send Clubs of America ($200 a month to everybody over 60, 
or bust!), labeled its article “Tops For Their Bottom,” and 
opined that “Congressional economy has its limits—it goes 
out the window where personal comfort is involved.” 

Numerous letters-to-the-editor writers in Washington 
newspapers protested the expenditure of $130 each for 
chairs for Congressmen. One of them stated: “If a man is 
in such physical condition that a luxurious reclining chair 
is necessary for him, he should be at home and in bed.” 

Another letter-writer remarked on the fact that $18 waste- 
baskets had been ordered for the new Federal courthouse in 
Washington and had been rejected and replaced by others 
that cost $34 each. 

“Let us have minor as well as major economies,” one 
plaintive citizen urged. 

Actually, all cat-calls and satirical statements were a bit 
late. For many years—until the memory of man runneth 
not to the contrary—the high-backed, leather chairs have 
been used in the old House Office Building. When the new 
House Office Building was constructed more than two 
decades ago, it was outfitted with furniture with a more 
modern decor. The chairs were comfortable, but looked 
more like the 20th century, instead of the 19th. 

Yet, the Congressmen—who get office space according to 
seniority, just as they get everything else—preferred the 
offices in the new House Office Building. These offices have 
wall-safes, private lavatories, a space for a small bar, a built- 
in refrigerator, and, withal, are much more desirable than 
the offices in the older building, constructed in 1880. 

When the elderly Congressmen moved, year by year, they 
demanded—suh!—that their comfortable chairs from the 
old House Office Building be moved with them. Now, it 
seems, everybody in the new House Office Building wants 
at least one thing that has been an exclusive feature of the 
old House Office Building—a high-backed, swivel chair with 
a comfy headrest. 

The members of the House Committee on Ways and 
Means, some of whom no doubt also like the chairs and 
haven't been getting to use them, voted the necessary funds 
just as soon as Lyle O. Snyder, clerk of the House of Rep- 
resentatives, requested the authorization and the cash. 

Many a trained Washington observer considers $130 a 
chair a small price to pay to keep Congressmen in comfort 
when they are seated. After all, how else could the tired 
legislator take a quick nap between considering the ,vol- 
uminous bills that press down upon him? And who knows 
but what, when they are relaxing, they are not also worrying 
about the welfare of the nation? 
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There’s a lesson here for all who are in the business of 
supplying offices with furniture, or with outfitting an office 
so as to please the most fastidious, It is that men get used 
to their chairs—or, at least, Congressmen do—and don't 
change their tastes in this respect with alacrity. When a 
man sinks into a soft, easy chair, he can think better, too, 
if the springs are working. 


Electronics moves in the office 
(From page 64) 


people whose experience guides them correctly, if results 
are to be pleasing . 

Editor's Note: Among the firms which are already manu- 
facturing electronic devices or investigating electronic ap- 
plications are the following manufacturers: 

Boeing Aircraft Co. 

Burroughs Corp. 

Clary Multiplier Corp. 

Eastman Kodak Co. 

Hughes Research and Development Laboratories 

International Business Machines Corp. 

Kybernetes Corp. 

Monroe Calculating Machine Co. 

National Cash Register Co. 

Pitney-Bowes, Inc. 

Remington Rand Inc. 

Underwood Corp. 


Burroughs company re-named 


The Burroughs Adding Machine Company has been re- 
named Burroughs Corporation, and the company’s author- 
ized common stock increased from 5,000,000 shares to 7,- 
500,000 as a result of balloting at the annual stockholders’ 
meeting held in Detroit on May 7. 

John S. Coleman, company president, in explaining the 
change of company name, said it “preserves the essential 
name of the founder and is more in keeping with the com- 
pany's widly diversified line of products and services, than 
‘Burroughs Adding Machine Company.’ ” 

He stated that Burroughs at present had no plans for 
issuance of the additional shares authorized. He explained 
that the increase “gives the company a reserve of unissued 
stock for the program of growth and expansion which has 
characterized our operations since World War II.” 


Management firm adds partners 


300z, Allen & Hamilton, management consultants, have 
admitted five of their associates to partnership in the firm. 
The new partners are Richard S$. MacKenzie and William 
F. Ackerman, of the New. York office, and Watson Snyder, 
Thornton W. Snead, and Lester E. 
Chicago staff. 


Burmeister, of the 


Beg pardon! 


The April issue of Office Management stated that New 
York and Los Angeles were the only cities that had two local 
chapters of the Systems and Procedures Association. This 
is incorrect: Philadelphia has had a second local chapter of 
the association since last year. 
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Super-Lok LOOSE LEAF BINDER 


Exclusively manufactured by Federal Loose Leaf Corp. 
NEW - ECONOMICAL - EFFICIENT 


The Super-Lok Loose Leaf 
Binder (Pat. No. 2,568,227) 
incorporates new and simpli- 
fied features in the locking 
mechanism which make per- 
formance and operation 
smooth, easy and non-stick- 
ing and which economically 
integrate the parts for pro- 
longed life, efficiency and 
improved appearance. This 
binder allows for a maximum 
expansion of 90° above 
minimum capacity. 


This binder can be made to 
specifications with various 
post arrangements, in ca- 
pacities from I'/2" to 3". 
Heavy imitation 


biue-siate canvas 
binder board. 


leather or 
over stiff Insert sheets removed 
by lifting from book 
with Transfer Bar, as 
illustrated. 


Super-Lok is now being 
used by the U. S. Govern- 
ment and leading firms 
from coast to coast. 

Write today for prices on your 
particular specifications and 
quantity — also send for our 
latest catalog NOW READY! 


*Registered U. S. Patent Office. N 


FEDERAL LOOSE LEAF CORP. 


M. W. Federbush, President 


380 SECOND AVENUE NEW YORK 10, NEW YORK 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


wide O,follar 


*T. M. Keg. 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 

You will appreciate the speed and accuracy with 
which your records are filed and — instantly 
available for reference. Your clerks will appreciate 
the ease and accuracy because all the tugging and 
pulling of ordinary folders is eliminated. Guide-O- 
folders just glide back and forth on their steel 
frames with finger tip ease. 

Ask your local stationer or office ares dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


; hae e ih, ee “ae EY a eee ee st jr, > a. an ' ey # if ae eS 
FS oe i. é . er , i, Sea Ee ee ee ee ya aa | 4 es Poe eee oe > 1 ea 
a oe Se 3 a Si, sais , Wie eC i SS =. G ae “Seer. Ce =e + ber ae hy } - 5 = | vii 
| ee a, 
a . i 
{ : 
} ee eae 
| a: 
Nay: 
a4 r 5 
7 ay Mae 
hs a 
ou). ie ae 
“al i ae 
| _ A 
\ ‘i s wae 4 
| : 
| / ae 
' ° J aa . 
’ 4 i i : 
Bs : 4 
'.* 
a “4 
a D 
A) 4) Reta 
: CAS >> 
_ - > hare 
ms | a oe 
ij oe | a ae 
litle 
} - 
. > 
ly aw Ne 
co vas. 
ois ; » « 
a ic 
“Fie 
i tome 
‘ he es 
Wes 
———————————— ae 
a aaaaaaacacecaaammaaaaaaaas 3 
peg 
Pa i 
a SS g ¥ ° 
- ; ; ~ a 2 
ie RE nn 
eS = eg ~ : 
? eee: ee >: ee 2 ~s . 
ban Ea { 
: Roe ¢ a 
Tee 
: ‘ rs 
3 t igh aie ; : 4 Dm 
ie 8 é 
. ; = of ¢ + 
— ie! : , es 
~— . aaa ne 
ne : ae 
—— ¥f 
. 
; "> # pid 
ee 
a: SPR 4 
gt Rai 
| a , 
| 7: 
| Pe hy - 
| —_—— ‘, 
SSS t 
EE 67 yak 
° : af . 
. , 
si 4x gg) aa : : eked 7 ‘ f *! a 7a ‘7 * “ Bs ies - uM 14 ue : oi ' BASY ost: “a + m ” } a Lies ee VF } 4 
ted . Foy yo mes ee ho = ae | eae ieee aa ay Si "2 ee oe aa aa {4 . 4 ie é cin : Oy. 
ieee — «a — ae oe Lee ie ihe! Fae. SAS 
ual ie am cane > eg % me = = Lig ae Meee ent og SS wa a * Se es Se. ° % 


WRITE a, 


NO USE 
LOOKING, 
OSCAR we You 


CAN'T SEE M 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 

T HE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 


glassine or cellulose transparency. 


Write for samples and prices. 


With An Annual 
Platen and Feed Roll 
Change 


For Best Results, Insist on 
FUTURISTIC 5-Star Platens 


e 
Manufactured and Distributed to Office Machine Dealers by 


Ames Supply Company 


Contact Your Local Typewriter Dealer 
Or Refer to Your Red Book 


CLASSIFIED ADVERTISING 


Rates are |5c¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 21/2 Fifth Ave.. 
New York 10, N. Y. 


Miscellaneous 


OFFICE EQU IPMENT MANUFACTURER WANTED to manufac- 
ture and sell time-saving sorting device. Address A. H. Lindsley, English 
Village, Cranford, N. J. 


For Sale or To Buy. Used Equipment 


WANTED—ALL TYPES OFFICE Machines, Filing aiid Furni- 
ture, Kardex, Acme-Postindex. Will pay more than trade-in allowances. 
Write, Wire. Phone. CAnal 62054, National Office Equipment Co., 
429 Broome St., New York 13, N. Y. 


WANTED — ADDRESSOGRAPHS, MULTIL LITHS, VARITYPERS, 
Mimeapraghera, Postal Meters, Folding Machine, Calculators, Adding 
Machines, etc. We pay top prices. Write iomandietely. Northway Dis- 
tributors, 2621 Ist Ave., Seattle, Wash. 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand Visi 
ble Cabinets, wood and steel. Addressograph Cabinets and Trays, Ledger 
Trays, steel and insulated. Reconditioned first-class. Special prices to 
dealers. We also buy this equipment, U nive rsal Office Equipment Co., 
Inc., 7 Waverly Place, New York, N. Y. GRamercy 3-3741. 


VISIBLE EQUIPMENT bought and sold and exchanged. We special 
ize in rebuilt Kari lex, Acme, Globe-Wernicke and Yawman & Erbe visible 
cabinets, as well as other makes. All our equipment is fully recondi- 
tioned and guamatael Please write and tell us what equipment you 
need or have for sale. Heineman Office Equipment Co., O.M. 4 N. 8th 
St., St. Louis, Mo 


INFORMATION 
SERVICE 


Free to Subscribers 


The Subscriber's Information Department will 
supply you with any information you require 
regarding the source of supply of any office 
equipment, systems. services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article of brand name and we will endeavor 
to promptly advise you where it can be located. 


OFFICE MANAGEMENT 
and EQUIPMENT 


The Magazine for Office Executives 


212 FIFTHAVENUE NEW YORK 10,N. Y. 
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Can they be sold—? 
(From page 29) 


A legal stenographer also admitted this desire for praise. 
“It gave me a real thrill when my boss would say, ‘Am I 
going too fast for you?’ and I could answer, ‘No, I got it 
all.” 

What had converted her? “My brother is always boasting 
about his driving skill,” she explained. “ “Drove to Syracuse | 
in six hours,’ he announced at supper one night. The fam- | 
ily as usual praised his achievement. But I asked, “You | 
could have gone by train or plane with less effort, The 
company pays your expenses either way. Then it occurred 
to me that I acted the same way about my shorthand— 
‘showing off.’ The next morning I sold my boss on buying 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 
Available at all leading 


Office Supply & Station- 
ery Stores. 


Exclusive Distributor 
Fred Baumgarten 


675 Cooledge Ave. 
Atlanta 6, Georgia 


On Every Desk a 


a dictating machine.” 

Right now, the office is thirty years behind the factory in 
the application of mechanical equipment. Only 15°, of 
office work is done by machines, compared to about 90°/ 
mechanization in factories. Yet, at one time these factory 
employees, or their fathers, were as proud of their skills and 
craftsmanship as some stenographers are of shorthand. They 
opposed the very machines which have cut their hours of 
work and raised their standards of living. Women often | 
complain of discrimination in business. They feel men 
are preferred for executive jobs. The first step to more re- 
sponsibility is the realization that modern efficiency and 
progress are based on mechanizing routine tasks. 


Office stresses home atmosphere 


(From page 27) 

Although the building now has 130,000 square feet of 
floor space, it was designed to make plant expansion possible 
at any future time without any clash with the original archi- | 
tecture of the building. 

Suppliers for the Powers Regulator Company at the time 
its offices were opened included: 
ADDRESSING MACHINES: 

Addressograph-Multigraph Corp., Cleveland, O. 

BLACK AND WHITE PRINTING MACHINE: 

Charles Bruning Co., Inc. Teterboro, N. J. 
BOOKKEEPING MACHINES: 

National Cash Register Co., Dayton, O. 
CALCULATORS: 

Marchant Calculating Machine Co., Oakland, Cal. 
CHECK SIGNERS: 

Todd Co., Inc., Rochester, N.Y. 

DESKS, FILES: 

Corry-Jamestown Mfg. Co., Corry, Pa. 
DICTATING MACHINES: 

Dictaphone Corp., New York 
DRAFTING TABLES: 

Hamilton Mfg. Corp., Columbus, Ind. 

MAILING MACHINES: 

Pitney-Bowes, Inc., Stamford, Conn. 
MIMEOGRAPHS: 

A. B. Dick Co., Chicago 
TYPEWRITERS, ADDING MACHINES: 

International Business Machines, New York; Royal | 
Typewriter Co., New York; Underwood Corp., New York | 
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=i FOR ALL TRAVELERS 


£9 

by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 


the 
sad story 
of the 


We could relate thousands of such cases 
where a small $9.00 check is raised to $90.00; 
$19.00 to $99.00. Can you afford to be care- 
less? Safeguard system of check protection 
is the one definite answer for you. 


Models H, K, Voucher and International 
available for your protection, Write today 
for “BE WISE” folder. 


Safeguard Corp. 


LANSDALE, PA. 
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Neat Norwegians know what you should know. The best way to 
correct mistakes in any language is with Weldon Roberts Erasers. 
SAVE stationery—workers’ time and tempers—with all-quality 
Weldon Roberts Erasers in textures, styles and sizes exactly 
suited to your particular requirements for erasing handwriting 
and all types of business machine work. Ask your dealer! 


Four of Many Time-and-Money-Saving 
WELDON ROBERTS ERASERS 


930 ENSEMBLE. (Pink and Gray 
Rubber). A combination eraser 
that does most everything. Handy, 
bias-beveled shape. Soft, pink pen- 
cil rubber joired to soft, gray ink 
eraser. For ink, pencil and crayon 
erasing. 


2020 MASTER PINK. Medium 
MASTER PINK 


Weldon RobeilS Enanen 


Mace iw Newsen USA 


of handy ellipitical shape. Ideal 
for pencil work and cleaning, for 
drawing and fc: general use. 


121 ELLIPTIC. soft gray eraser 


in handy elliptical shape for pencil | 


or ink erasures on all types 
of work. 
workers, typists, draftsmen, 
artists. 


Evurptic 12) s 


Waldon Roterls Gaanan. 


MADE IN NEWARK. USA 


JET ERASER. Convenient, cyl- | 


lindrical stick eraser in attractive, 
transparent plastic holder. Top 


unscrews so eraser 


ink. Pocket clip style for general 
use. Brush whisk style for typists. 
Refills. Tops for typing, account- 
ing, drafting, professional 
student use. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Ave., Newark 7, N. J. 


World's Foremost Eraser Specialists 


stick can be moved 
outward. Red rub- 
ber for pencil, eras- 


ing, gray rubber for | 


sized, soft pink, super quality eraser | 


Ideal for office | 


and 
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Do you work in an office ? 


600D metal business 
furniture is a 
G00D investment 


SP Fes 1) 


©GF Co. 1953 


MODE-MAKER DESKS - GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 


¢ YOU WORK in an office or operate 
an office, think about the follow- 
ing statements and questions. 


Is the chair you sit in comfortable? 
Is it adjustable to fit you? Is it the 
right design for the work you do? 


Is the desk you use too small or too 
large? Is it organized for your par- 
ticular work? Is it reasonably good 
looking? Do the movable parts func- 
tion easily? 


Is the filing equipment you use 
mechanized or is it the same old- 
fashioned equipment that was mod- 
ern in 1920? 

Are the employees in your office hap- 
py about the office furniture they use? 
Is there much absenteeism in your 
office? 


Does your office get the “cream of the 
crop” of new employees. or do the 
good ones prefer to work elsewhere? 


How do your office surroundings 
compare to your home—in furnish- 


1902 


ings, lighting, floor coverings, decor- 
ative surroundings? 


Are you proud to show customers, 
clients, or other outsiders through 
your offices, or are you a little bit 
ashamed of how they are furnished ? 


One-third of the people gainfully 


employed work in offices. 


As a national average. one-third of 
the expense of doing business is the 
cost of operating offices—salaries, 
floor space and general overhead. 


Every office employee costs a min- 
imum of $30,000 in any 10 year 
period, This is fixed expense. 


If you want to reduce office costs, 
improve employee morale and in- 
crease Customer prestige. a small 
investment in modern metal GF 
business furniture will quickly pay 
for itself and pay big dividends for 
years to come. 


Call your nearest GF distributor or 
write The General Fireproofing Com- 
pany. Dept.O-18. Youngstown, Ohio. 


1953 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 
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Now! 


... Use the 


Most Atanced 


All Electric Typewriter 
ever built 


All eyes are on this 
exciting, fast-writing, 


UNDERWOOD ALL ELECTRIC! 


Mest Aiheanced \yexizn and Style 


more beautiful than ever .. 
perfect in every way! 


Met Athanced Margin Set 


electrically ...from the keyboard. 
What a convenience! 


Mest Athancod Keyboard SD Yes. Underwood leads again! 
. ls 
\ 


7 


And it's More Beautiful ~* 9 
‘og 


than ever! 


.. scientifically designed 


Leads in all the basie features that en- 
to minimize 


courage speed. accuracy and ease of typ- 


ing! Leads in bringing you the Vost 


finger reach! # 
Most Athanced ‘ Tope ; fdvanced All Electric Typewriter ever 
ey Ub H 


mo built! 
. new... Finger-Flite - ; 


5 p Get a demonstration from = vour local 
. for comfort, speed. Y, Underwood representative . 2. and see 
and smooth. — for yourself! 


s-m-o-0-t-h touch: il sin } at: 
Underwood Corporation 


|; Mt Ahanced Met hanced + "aca 


Functional Keys Seales and Indic ‘ator \ Paper . . . Ribbons 
. color-controlled . for instant paper N 4 One Park Avenue New York 16, N. Y. 
. for ease and centering, heading A ¢, Underwood Limited Toronto 1. Canada 
accuracy, centering and [> ae and Service sir naan 
A big advantzg>! carriage positioning. inl st oe 


UNDERWOOD 


Underwood ~W4eecére Typewriter 
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